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CHAPTER I. 
INTRODUCTION 
" 
CHAPTER I 
INTRODUCTION 
The teaching experience the writer has had with students 
labeled slow-learners has caused her to wonder about the im-
pression such students make upon the working world. The 
writer feels the so-called slow-learners in s,chool have 
definite skills and abilities that are restricted due to the 
fact, in many instances, that the student must meet academic 
requirements geared to a standard level for a. majority or 
.!1 
average rather than individual. Wallace Stevens, in a. 
paper entitled "The Whole Man: Perspectives, Horizons", 
quotes a. statement of Professor Whitehead that is applicable 
to the slow-learner. The quote reads: 
"The mischief of elevating the type that; has 
aptitude for economic advancement is that it 
denies the superior for.ms of aptitude which 
exist in quite humble people. Who shall say 
that to live kindly and graciously and meet 
one 1 s problems bravely from day to day, is not 
a. great art, or that those who can do it are 
not great artists. Aesthetics are understood 
in too restricted a. sense." 
Does not every school system have its J~bnnies, Susana, 
and Joes who can wire a. motor, sew very well, have a. love 
for music and a. talent for drawing, and yet ~re unable, 
YWa.lla.ce Stevens, "The Whole Man: Perspectives, Horizons,~ 
The Yale Review, Yale University Press, Winter, 1955, p. 197. 
,. !Boston Uni veraity f ti.cllool of Education 
· · ;Library: 
I 
" 
seemingly, to read and write above an elementary level? 
And schools today are recognizing the problem and doing some-
thing about it. There are special classes, adjustment 
classes, in an attempt to meet the need of individual stu-
dents requiring special teaching based on in~ividual need 
instead of the average need. 
One need for the so-called slow-learner, in the writer's 
opinion, is instruction regarding terms found on forms the 
student will probably have to fill out when ~e or she leaves 
school to go to work. Not instruction on te~s as isolated 
factors, but as the student is able to observe them on the 
forms or applications themselves. 
Statement of the Problem 
The construction of-a workbook on terminology found on 
the forms and applications the student is likely to meet 
when leaving school. 
Justification of Problem 
In 11 A Curriculum Guide for Special Class Teachers", a 
publication of The Commonwealth of Massachu$etts Department 
11 
of Education, suggestions are made regarding occupational 
information for students. Among the knowledge considered 
1/The Commonwealth of Massachusetts Departm~nt of Education, 
A Curriculum Guide for Special Class Teache~s, imp. 1957. 
essential the following are listed: 
1. Filling out application forms for employment 
2. Filling out Federal and State Income Tax forms 
3. Filling out Post Office forms 
4· Filling out driver's license application form 5. 
6. 
Filling out various bank forms 
Completing Social Security application form 
All of these and more are included in the workbook which is 
the core of this service paper. The fact that forms are 
within one source available to both teacher and student 
should be a convenience and aid in making study of the forms 
serviceable and practicable. 
Purpose of the Study 
The purpose of the study is to introduce to the slow-
learning student some basic types of forms and terms he 
should be familiar with when he leaves schoQl to become a 
member of the working world. 
Scope and Limitation of the Study 
The study is not meant to be accomplis~ed within any 
specific time limit. The writer planned the study to be a 
workbook adaptable to the needs of any teac~er of the slow-
learning student within the chronological ages of 12- to 16 
years or older. 
For the slow-learning student the writer hopes it will 
be of sufficient interest to motivate him or her to earnestly 
try to master terms hitherto unknown. Interest plus practice 
should develop a degree of skill in filling out forms so 
that the student will have acquired some confidence in his 
ability to read and fill out what are considered by the 
writer basic forms he is likely to find when he leaves 
school. 
There are thirty-four samples of diffe~ent types of 
forms and applications. They are divided generally into the 
following headings: 
I. SCHOOL FORMS 
a. Registration 
b. Tests 
c. Passing permits 
d. Insurance 
II. AUTOMOBILE FORMS 
a. License application 
b. Registration 
III. EMPLOYMENT AGENCY 
a. Male 
b. Female 
c. Veterans 
IV. WORK FORMS 
a. Bay State Abrasive Products Company 
b. Store forms: 
1. F. w. Woolworth Company and 
s. s. Kresge Company 
c. Department store forms 
1. Filene's 
2. Jordan Marsh Company 
d. Insurance company forms 
1. Building and Restaurant 
2. Clerical 
e. Hotel employment 
f. Bus company employment 
I 
I{ 
" 
g. Policeman - Fireman forms 
v. GOVERNl1b..""'NT FORMS 
a. Postal Money Order 
b. Social Security 
c. State Income Tax Return 
d. U.s. Individual Income Tax Return 
e. Military Service 
VI. BANK FORMS 
a. Savings Account 
b. Checking Account 
VII. FORMS OF PERSONAL CHOICE 
a. Blue Cross - Blue Shield 
b. Charge account application 
c. Public Library 
The limitation is obvious. The workbook has never 
been tried out in a classroom situation. 
The following quotation describes the writer's concept 
of the term "slow-learning student If: 
"Slow-learners are not equally slow i:n all 
kinds of activities or abnormal in all 
their characteristics. They may be rather 
bright in such matters as social adapta-
bility, mechanical ability, or artistic 
sense, and able to get along quite well 
in these respects, even though they cannot 
read very well or do much 1-vi th ari tbmetic. 11 1/ 
i/W. F. Featherstone, Teaching the Slow-Learner, Bureau of 
Publications, Teachers College, Columbia University, New 
York, c .1951, p. 3. 
-
.. :: 
CHAPTER II. 
RESEARCH AND BELA TED READINGS 
CHAPTER II 
RESEARCH AND RELATED READINGS 
The following comment is probably a familiar one to any 
who have had a part in teaching young people: "A youngster 
11 
is labeled by tests and social attitudes." This is one of 
the hurdles the so-called slow-learner must race as he goes 
job-hunting. 
What is meant by slow-learner? The opinions vary, and 
here are a few examples: y 
1. "The term 1 slow-learning 1 is used by many as 
a designation for any.child who cannot meet 
avera§e grade academic standards year by 
year.' 
)) 
2. "There are many pupils, for example, with 
I. Q. 's between 70-80 who can succ&ed fairly 
well in academic work in a flexible grade 
organization or in a small grade group where 
the academic work is. individualized." 
"We are referring to the children with I.Q.'s 
from 75-90 who are in the regular classroom." 
1Jseymour B. Sarason, Psychological Problems in Mental 
Deficiency, Harper and Brothers, Publishers, New York, c.l9.53, 
p.2. 
~Christine P. Ingram, Education of the Slow-Learning Child, 
Ronald Press Company, New York, c.l9S3, p. 4. 
)}Ibid., p. 8. 
!!/Robert F. DeHaan and Jack Kough, Helping .Children -v.ri th 
Special Needs, Teacher's Guidance Handbook, Elementary School 
Edition, Volume 2, Science Research Associates, Chicago, 
c.l956, p. 152. 
Elise H.Martens gives the following answer td the question 
11 
"'Who are the Mentally Retarded?" 
"Most children are about normal (av~rage) 
in respect to intelligence ••• A few fall 
so low on the continuous scale of ability 
that they seem quite incapable of l~arning. 
Just above these are the much more numerous 
who are somewhat less retarded, and who in 
turn merge by imperceptible degrees into the 
normal group." 
w. B. Featherstone makes this statement about the term 
?J 
slow-learner: 
"There is no fixed standard or level of 
ability below which a pupil must b~ called a 
slow learner, but in common practice pupils 
with an I.Q. below 91 and above 74 are so 
labeled." 
Apparently Dr. Leta s. Hollingworth found defining mental 
.Y deficiency not too easy a task for she writes: 
"This struggle for definite and sa~isfactory 
terms is the bane of all who undertake to dis-
cuss a part of a continuous distribution, 
which is not marked off by any distinct feature. 
What is to define the difference between the 
individuals to be included in the discussion, 
and the individuals just barely not to be in-
cluded in the discussion? The fadt is that no 
such definition is possible, except on arbitrary 
and artificial grounds." 
1/Elise H. Martens, Curriculum Adjustment for the Mentally 
Retarded, United States Government Printing Office, Washington, 
1953, Bulletin No.2, 1950, (Reprint 1953), p. 4· ·~ 
gjw. B. Featherstone, Teaching the Slow Learner, Bureau of 
Publications, Teachers College, Columbia University, New York, 
c.l9$1, p. 2. · 
..2/Leta S. Hollingworth, The Psychology of Subnormal Children, 
The MacMillan Company, New York, c .1937, pip. 39-40. 
1 
11 
For the writer's purpose the following statement about 
• 
slow-learners conveys the meaning of the phrase as it will 
be used throughout the thesis: 
"Slow-learners are not equally slow in all 
kinds of activities or abnormal in all their 
characteristics. They may be rather bright 
in such matters as social adaptability, 
mechanical ability, or artistic sense, and 
able to get along quite well in these respects, 
even though they cannot read very well or 
do much with arithmetic." 
Today in the era of sputnik launchings, use of atomic 
energy, increase in automation, one stops to reflect what 
wili be the future of the individual in the·growing tech-
nological world. A newspaper article entit~ed "Work in y 
the Tomorrows" points out that Secretary of Labor James P. 
Mitchell has expressed the opinion: "Therer is a serious 
question of whether there will be enough h:iJgbly skilled, 
highly trained workers to 'achieve the economic growth which 
our technical accomplishments have made possible and which 
our population growth has made necessary. 1 '' The article 
continues with a comment significant to a number of younger y . 
people in school today: "But because of the increasing 
complexity of machines and techniques it w.ill need fewer 
i/W. B. Featherstone, op. cit., p. 5. 
g/Ed Townsend, "Work in the Tomorrows," Tqe Christian Science 
Monitor (January 14, 1958), Volume 50, Number 41 (Second 
Section, Columns 2 and 3). 
J/Ibid., (Second Section, Column 3) 
(\ .· 
unskilled workers and farmers." Apparently the future 
working world will be of a different type than the present 
and a challenge to all. Will the competition of individual 
skills be greater or less? Will there be greater or lesser 
demands for individual adjustment? The most one can do is 
admit there are continuous changes going on in the working 
world and prepare to meet the challenge to his best ability. 
If the above is of interest and applicable to the average 
student in preparing for work, what are the implications for 
the so-called slow-learning student? It seems to the writer 
that a basic implication is the slow-learner· must have help 
to prove the value of his ability to an empl.oyer in spite 
of any apparent mental or physical handicap. Glenn L. Gardiner 
,1./ 
expresses a similar sentiment when he writes: 
ttTbe average man who is out of work makes 
the mistake of going about more or less 
aimlessly asking for a job. He approaches 
a prospective employer and asks, 'Have you 
got anything I can do?' It is too, easy to 
make the simple answer, 'No' to such a ques-
tion. What a man seeking a job s~ould do is 
go out aggressively to SELL HIS SERVICES." 
If that is essential for the 'average' man how much more so 
it is for the slow-learner? And the problem appears greater y 
for the slow-learner because: 
"Once he is classified as mentally deficient 
he is treated as such, and the psychotherapeutic 
i/Glenn L. Gardiner, How You Can Get a Job, (Revised Edition) 
Harper and Brothers, New York, c.l93B, p. 4. 
procedures which have been found effec-
tive with normals are not attempted with 
him--even though there is evidence that 
such cases respond to and benefit from 
such procedures." · 
The tendency to form negative attitudes toward individuals 
who are not able to maintain normal academic standards within 
the classroom has been noticed by Robert F. DeHaan and Jack 
11 
Kough and they make an interesting comment about teachers 
who may have students in similar circumstances: 
"Very few teachers would criticize a 
crippled child because he is not able to 
play baseball with the other child~en. 
By some 'magic 1 _of logic, however, ,many of 
us will criticize a slow-learning child 
because he cannot keep pace with the more 
mentally adept children within the. classroom. 11 
The slow-learner has this attitude to meet not only in the 
classroom but also when he or she leaves th~ school. There 
are students who reach the age of sixteen years without 
successfUlly completing the academic work df the sixth grade 
and yet have ability that is of value. Because he or she is 
slow in acquiring the necessary academic skills they are not 
always given an opportunity to express the mechanical, ar-
tistic, domestic, or reasoning ability he br she may have. 
Fortunately,. today teachers are becoming mpre and more alert 
in detecting any so-called slow-learners and there are 
special classes for their particular needs. 
1 Robert F. DeHaan and Jack Kough, Helping Children with 
pecial Needs, Teacher's Guidance Handbook, Elementary 
School Edition, Volume 2, Science Research Associates, 
Chicago, c.l956, p. 154. 
HJ 
That the schools are adequately·meeting these needs is a 
11 
matter of opinion. In 1949, J. E. Wallace Wallin wrote: 
"The ordinary school work is maladjusted 
to the capacities, interests, and needs of 
a large ratio of backward children. It does 
not adequately prepare them for the most 
,important responsibility confronting them 
after leaving school, namely, the makin$ of 
a living by the- .. {!killful employment of the 
powers and c apaci"t.~es which they possess." 
A few years later, in 1951, Samuel A. Kirk and G •. Orville 
Johnson expressed the opinion, "It is surprising that many 
make good adjustments in spite of the lack of occupational y 
training." Again, in a 1953 magazine article entitled "Job 
31 
Preparation for the Mentally Retarded" there is this comment: 
"Most of the mentally retarded school youth 
who reach a working age and whom the s~hool 
then refers for vocational rehabilitation are 
young people with no prior job experiences. 
They may have learned in school how to handle 
some of the simple tools, and perhaps they 
even have made a bird house or two. But they 
know very little about an employment interview 
or how to do effective telephoning. T:hey have 
had no experience in punching a time c[L ock or 
in comprehending union dues or checko~ts. And 
they understand all too little about job respon-
sibility, customer relations, appropriate dress, 
and job sophistication. For various reasons 
they have been occupied with quite different 
experience in school." 
1/J. E. Wallace Wallin, Children with Mental an 
Handicaps, Prentice-Hall, Inc., New York, c.l9 
g/Samuel A. Kirk and G. Orville Johnson, Educating the 
Retarded Child, Houghton Mifflin Company, Boston, c.l951, p.231. 
3/Ralf A. Peckham, "Job Preparation for the Mentally Retarded," 
The Vocational ·Guidance Qgarterly, W~nter, 1953, p. 57. 
If 
11 
the current year it is interesting 
11 
Moving onward closer to 
to note that DeHa~ and Kough in 1956 state: 
. 
"Vocational guidance might be highly profit-
able for many students at the ninth or tenth 
grade level •••• the orderly progression of 
curriculum and materials assumes that a child 
will be in school through high school. This 
is not a safe assumption where slow-learning 
children are concerned. Many of them stay in 
school only until the birthday that legalizes 
their quitting." 
All is not so discouraging as it may seem for in September 
of 1957 one may read that "Occupational adjustment is not 
solely dependent upon intellectual factors. Qualities of 
accuracy, industry, equanimity, poise, dependability, and 
;-A 
careful attention tq the demands of the job may play as large y 
a part in vocational success as I.Q." 
Before agreeing too readily with negative comments about 
the school's efforts to meet these needs it is well to remember 
that there are schools providing co-operative work programs. 
Also the schools have to adjust their programs to fit the 
requirements of the community, Labor Unions, employment laws, 
and educational lawsl This is no easy task even with average 
students. With slow-learners it is still more complex because 
of the need for greater understanding wj.thin the community of 
, 
1/Robert- F. DeHaan and Jack Kough, Helping Children with Special 
Needs, Teacher's Guidance Handbook, Elementary School Edition~ 
Volume 2, Science Research Associates, Chicago, c.l956, p. 159. 
g/John E. Owen, "The Teacher and Occupational Counseling," 
Education, September 1957, p. 58. 
J'V 
so-called slow-learners, mentally deficient, backward, 
1
'knuckle heads", to use a few of the terms commonly applied 
within and outside of educational circles. 
A summary of the points the writer has attempted to make 
thus far might prove helpful: 
1. The term "slow-learner" is broad and has 
a variable application. 
2. The appellation is apt to carry with it an 
association of lack of ability to learn or 
adjust, particularly to the individuals 
unfamiliar with educational terminology. 
3. That the world of tomorrow may be offering 
a still greater challenge to the individual 
who cannot compete with his fellow students 
in the academic world of the present. 
4. That there is a felt need by educators for 
better vocational training courses adapted 
to the needs of the slow-learner. 
In the writer's opinion, a good beginning toward specifi-
cally helping the slow-learner to adjust to employment com-
petition would be to have a workbook offering the student 
samples of the types of forms he or she is likely to have to 
fill out when applying for a job, plus a few samples slow-
learners most likely would like to fill out, regardless of 
whether seeking employment or not. Chances are there will 
be military forms, licenses, permits, insurance forms, unem-
ployment, and tax forms that the slow-learner will have to 
complete, and what a tremendous boost to his self-confidence 
if he can do so on his ownl The problem of filling-out 
forms causes many a sigh and for the slow-learner it can be 
" 
a definite stumbling block. With a workbook plus competent 
and understanding teaching, offering opportunity for practice 
on some of these forms, perhaps the procedure would become 
stepping stones to employment suited to the individual needs 
instead of stumbling blocks. 
Work competition being what it is today, ability to 
fill out applications and for.ms is essential. Such ability 
would provide the student with a " •••• marketable ability 
' 11 
necessary to obtain a beginning job." 
Since there are many types of for.ms and applications a 
workbook could only offer a sampling of what it is hoped 
would apply to the slow-learner while in school and after he 
or she leaves school. 
It is felt by the writer this educational objective 
could not be reached within one school year. The youngster 
would be introduced to the workbook when in the seventh 
grade, or twelve years of age. Instruction and practice in 
the same would continue until he or she left school. Not as 
a steady diet, rather as the teacher could find a need for 
such study and practice. It is hoped the instruction would 
occur during part of every school year when it would be most 
suitable for the student. An article in American Journal of 
1/Thomas L. Norton, Education for Work, The Regents' Inquiry, 
The McGraw-Hill Book Company, Inc., Publishers, New York, 
c.l939, P• 144. 
Y' 
Mental Deficiency states the need clearly: 
"By the very nature of mental deficiency, 
a boy so handicapped will not learn the 
required work casually. Thus, when the 
time of employment comes, the normal boy 
will get the job instead of the boy who is 
mentally deficient, not because the latter 
is incapable of doing the work, but because 
he has not received the extra training that 
he needs in order to have equality of oppor-
tunity for employment." 
Should anyone be wondering how teaching information about 
filling out forms to slow-learners could be stretched out 
three or more years, here are some pertinent suggestions by 
Y' 
Willard Abraham that should speak for themselves: 
"Some people are scared stif.f of application 
blanks •••• For persons in doubt, here are some 
hints: 
1. If your writing isn't plain, print. 
2. Know the difference between nationality 
(German, French, English) and religion 
(Catholic, Protestant, Hebrew). 
3. Be sure what 'race' means (White, 
Negro , etc • ) • 
4. When you think you may have to fill 
out an application blank (which is just 
about every time you apply for a job) 
have handy the 'personal data sheet' 
•••• Be sure to let people know that 
you're going to use their names as 
references before you use them. 
5. Be honest, neat and complete. 
6. If they ask you t~ wage you expect to 
receive or why you left a former job, 
have answers ready •••• 
When you get tired filling out an application 
blank, remember that it may be the only record 
of you the company will have." 
1/Richa~d H. Hungerford, Chris J. DeProspo and Louis E~ Rosen-
zweig, American Journal of Mental Deficiency, April, 1949, p. 552. 
?JWillard Abraham, Get the Job, Science Research Associates, 
Chicago, c·.1946, p. 114. 
The writer strongly feels that early and continuous in-
struction on how to fill out forms would be very much 
appreciated by students who have difficulty reading and 
writing. One could begin with the required forms in the 
school the student is attending and gradually introduce the 
terms found on the more complicated types of forme he or 
she would. be meeting later. 
Thus it seems perhaps one specific step will be laid 
that will be of useful, edu<?ational, satisfying worth to 
the slow-learner. 
Hollis L. Caswell, of Teachers College, Columbia Uni-
!/ 
versity, expresses well some reasons for taking pains to 
teach slow-learners. The writer feels there are many 
teachers who would agree with him: 
"The education which these slow-learning 
children acquire is of major. importance to 
American democracy. We often hear eulogies 
to the 'common man'; these children are a 
part of that great group. They will do 
their share of the work of the world, they 
will east their votes, they will participate 
in the activities of labor union and farm 
organization, they will make homes. What 
they become, the ideals they develop, are 
vital to our national welfare." 
\ 1Jw. B. Featherstone, Teaching the Slow Learner, (Editor's 
Introduction), Bureau of Publica tiona, Teachers College, 
Columbia University, New York, ,~.19$1. 
lip 
. ; 
CHAPTER III. 
PROCEDURE AND ORGANIZATION 
CHAPTER III 
PROCEDURE AND ORGANIZATION 
A7 
The procedure for writing the service paper was direct 
and simple consisting of three principal steps. 
First, talking with students who had left school when 
sixteen to go to work and inquiring how they obtained the 
position they had. Apparently word went around quietly among 
the students of the writer's intent and a few approached her 
stating they thought it a good idea. They would like to know 
more about filling out forms. 
Second, talking with teachers of students in regular 
classes and special classes to discover their opinion of a 
workbook on terminology found on various applications and 
forms the student would be apt to meet when leaving school. 
There was general consensus of opinion that such a workbook 
would be usefu~. 
Third, reading to discover how much had been done by 
the way of providing practice material for the student in 
filling out forms,- that is, actual samples of forms which 
the student could see and use for himself. The writer found 
many directions stating students should be taught to fill out 
for.ms and practice doing the same, but no actual procedures 
suggested or material provided to any great extent. 
I) 
The fourth and final step was to obtain the forms from 
the various companies and qrganizations which would offer a 
reasonable representative situation to students anywhere. 
The writer had to assume there were students in most all 
communities who would like to be policemen, firemen, clerks, 
cafeteria workers, general workers in a large building, et 
cetera. She knew that most likely the majority of students 
would sometime meet the government forms of Social Security, 
Federal Income Tax, State Income Tax and Military Service 
registration. And to ofrer a balance, the writer also in-
eluded forms that are voluntarily filled out by many in a 
community such as Blue Cross, Blue Shield, Public Library 
and banking forms. 
The workbook is planned to be in loose-leaf form so 
material may be added or deleted to meet the need of the 
class. In this manner the teacher is free to select whatever 
forms she feels the class is ready to do and is not held to 
a rigid and set presentation of the subject. 
There is no time limit on the material to be taught. 
Only the teacher and the pupils within her class know the 
amount of work they can do within a period of time, and there-
fore the teacher is free to make selections that will meet 
the interest and need of her Class. The material is enough 
to cover a long period of time for some, and shorter periods 
for those more skilled. It would be possible, the writer 
reels, to keep interest in the skill or rilling out forms by 
having some of the material presented each year, either as 
new material or as review. 
With each form there are two accompanying sets of mater-
ials. One is an introduction for the student offering ex-
planation of form and practice work before actual filling out 
of the sample in the workbook. The other set of material is 
for the teacner,- an outline of the terms found on the forms 
and suggestions onlz of how the topic might be presented. 
These outlines for the teacher were written to save time and 
effort in looking for material, and as an easy rererenee. 
With the large classes today and the demands made upon her 
time, the teacher probably would be glad to have an outline 
available should there be a need. 
The samples of the forms and applications are not ar-
ranged for presentation in the order they appear in the work-
book. In studying the forms, the writer found that arrang-
ing the forms in order of difriculty,- that is, going from 
the simple to the more complex for.ms, a wide variety or sub-
jects would be studied heterogeneously. She felt it might 
be of greater interest to approach the forms in related 
~ields regardless of dirficulty. Which field of interest 
the teacher wishes to start is her own choice. That is the 
advantage of a loose-leaf workbook. Pages may be removed 
to work on separately. As listed in Chapter I, the forms 
( i! 
' .f 
may be divided into seven groups, as follows: 
1. 
2. 
3· 
4· 
5. 
6. 
7. 
School Forms 
Automobile Forms 
Employment Agency Forms (Massachusetts State) 
Work Forms 
Government Forms 
Bank Forms 
Personal Choice Forms 
{Forms filled out voluntarily by the 
individual. They do not have to be 
filled out, but many people do so 
for certain privileges that accompany 
them.) 
The workbook happens to be arranged according to the above 
groupings. The teacher is free to change the order in any 
way she may wish. Furthermore, the teacher is at liberty 
to select particular forms only rather than take the whole 
group. The value of the workbook and its content, in the 
writer's opinion, cannot be destroyed by individual ap-
preaches to meet the needs of a class. 
CHAPTER IV. 
, WORKBOOK AND SAMPLES 
SCHOOL FORMS 
. REGISTRATION 
To register anything 
means to write some-
thing in a book or a 
form kept for that 
special purpose. We 
register births, 
marriages, deaths in 
a book for that pur-
pose kept in the town 
clerk's office. We 
may register letters 
at the post office. 
We may register ani-
mals for a show in a 
special book. Cars 
are registered. 
Students register 
upon entering school. 
Parents register 
small children who 
have not yet learned 
to write. Older stu-
dents usually register 
themselves. 
The actual writing down of information wanted is called 
registration. In school registration there are at least 
four items of information wanted. Can you name them? 
1. 
2. 
3. 
4· 
Now look on the registration card shown in your workbook 
and see if you have named four shown there. 
You are going to study more about registration and how to 
do it quickly and correctly. Your teacher will help you. 
Before you begin, see if you can do the following: 
1. Complete these sentences: 
a. To register anything means ----------
b. Registration is the actual ------------------
2. Name three things that are registered: 
a. 
b. 
c. 
Form 14-A REGISTRATION BLANK 
1 Nam~--~--------------------~--------(Last Name) (First name and initial) 
2 Date: __________ 19---
3 Address; ________________ 4 Phone No.·-----------
5 Place of Birth----------------- 6 Certified date of birthl-------
7 When last successfully vaccinated? __________________________________ __ 
8 Name of parent _or guardian----------------------------------------
9 Address of parent or guardian--------------------------------------
10 Occupation of parent or guardian-----------------------------------
11 Former place of residence ------------------------------------------
12 School last attende:U------------------------ 13 Grade last attended __ _ 
14 In what school district do you live? ________________________________ _ 
(Daily prosr•m on other sidt) School Service Co., 154 E. Erie St., Chicago II , Ill. 
" 
PASSING PERMITS 
When in school there are rules about moving or passing 
in the corridors. There are also rules about automobiles 
passing on the roads. Do you know two safe rules about 
passing in the corridor? Write them. 
1. 
2. 
Can you write two for automobiles? 
1. 
2. 
When you wish to go to the library for special study or 
have a special errand to do for the teacher you usually have 
to have a permit slip. N~e three items you think should 
be on the permit slip: 
1. 
2. 
). 
Can you think of ~ word that can be used in place of 
four words? Can you think of a word to take the place of 
these four words--where you are going--? The word is diffi-
cult to spell. The word is objective. Objective means where 
you are going. Find obje-ctive on one of the passing permits 
in your workbook. While you are looking, notice if the 
terms you thought should be on a passing permit are given. 
SCHOOL PASSING PERMITS 
Grafton Street Junior High School 
PUPIL'S PASSING BLANK 
Pupil's Name ... .. .. . 
Form 79 
Room leaving 
Date 
Objective 
Signature of 
next Teacher ........ . 
. Teacher ........... . 
.... Time .. 
...... Time 
PASS 
{Student's Name) 
from, ________________________________________________ ___ 
to ___________________________________________________ _ 
Time leaving1--------------Time arriving _____________ __ 
Date _______ l9 __ _ 
{Signature Person Issuing Pass) 
School Service Co., 218 E. Huron St., Chicago II, Ill. 
( 
TEST FORM 
While in school have you had tests given to you with 
information to be written on the cover? Can you remember 
any of the information you had to put down? See if you can 
write four items you think might be on the cover of a test 
given to you: 
1 . 
2 . 
3. 
4. 
Now take a look at the test form shown in your book. Did 
you have them right? Fill in the ones you may have left out . 
On the line below, write your birthday, giving the complete 
date: 
Compare what you have written with the "Date of Birth" 
wanted on the cover of the form. How does it differ from 
what you wrote? There is not much room on the form . You 
will have to abbreviate (shorten) the name of the month . 
Do you know how to do that? Try it on the lines below . 
(Year) (Month) (Day) 
Have your teacher check to see if you wrote the abbreviation 
correctly. There will be other things you will have to prac-
tice before filling out the form in your workbook . There 
v'1 
are at least four words you will have to know how to spell 
besides your name. Try spelling them below: 
Teacher 
City or Town 
-----------------------------
State -----------------------------------
School 
TEST FORM 
Elementary Battery 
STANFORD 
ACHIEVEMENT TEST 
FORM 
M 
TRUMAN L. KELLEY • RICHARD MADDEN • ERIC F. GARDNER • LEWIS M. TERMAN • GILES M. RUCH 
Name---------------------------------- Age'------~ Grade _______ Boyorgul ______ _ 
Teacher------------------- School.------------------- Date of buthl---- --- -----
Year Month. Dav 
City or town ____________________ _ State __________________ _ Date, ______________ _ 
SCHOOL INSURANCE 
Today insurance is a popular thing . Many people have 
insurance or one kind or another . Can any or you tell what 
insurance means? 
Suppose you were to fall do1m a flight or stairs and 
hurt your root. You would need help. There would be a 
charge for the help you received . Insurance would help you 
to pay the charge. The kind and amount of help you had would 
decide the charge,- or how much you have to pay. Since in-
surance helps people to pay the charges (costs), many people 
have insurance . Even students may have insurance! But you 
do not have to have insurance . You may choose whether you 
want to or not . 
Insurance companies do not give this service free . It 
costs money. Sometimes a special term is used for the word 
money . The term is premium. Premium refers to money . Look 
on the insurance form with the title "APPLICATION FOR 
SCHOOLTIME ACCIDENT INSURANCE" and find out how much the 
premium is for one year . Write the amount: 
Suppose you were a parent . You have a little boy named 
John . John is in the fifth (5th) grade . Can you fill in 
the following blanks correctly? 
Date 
Name of child Grade 
----------------------------
Address . ______________________________________________ ___ 
Phone 
-----------------------------
Signature of parent or guardian ------------------------
SCHOOL INSURANCE 
APPLICATION FOR SCHOOLTIME ACCIDENT INSURANCE 
DAT~--------------------
0 Please enroll my child in the accident insurance plan described in 
the folder. Enclosed is $2 to cover one year's premium. 
0 I do NOT want my child included in this insurance plan. 
NAME OF CHILD'------------------------------ GRAD'"'------
ADDRESS'--------------------------------------------------
----------------------------PHON.._ ____________________ __ 
SIGNATURE OF PARENT OR GUARDIAN ________________________________________ _ 
SCHOOL REGISTRATION 
(Teacher Suggestions) 
I . Introduction 
A. Show a school registration card and ask if any 
student recognizes what it is . (Encourage any 
comments, flnding out motivation of same . ) 
B. Find out if any student filled out a registration 
card . (Would be interesting to note whether 
student found process easy , hard, boring, 
incomprehensible . ) 
c. If some pupils have filled out cards do any 
remember some of the terms or questions on the 
card? (Opportunity to find out what terms are 
more famlliar to some . Also what a few students 
may think should be on such a card . ) 
II . Reasons for filling out a registration card 
A. Why do students have to fill out registration 
cards? 
1 . For school records, files, reference 
2 . For emergency purposes 
3. Not an absolute requirement, but rather 
a courteous response on the part of the 
student for the convenience of the school 
B. Can students think of any other places that would 
like to have similar records? Why? 
1 . Employment for job 
2 . Club membership 
3. Libraries 4. Civic organizations 
III . Observat i on of the registration card . (If actual 
samples are not available teacher may have to put 
facsimile on board or have copies made for students . ) 
A. Terminology 
1. Find out how many of the terms students 
recognize 
2. Discover how many comprehend tbe meaning of 
the terms 
3. Have student dictionaries handy to look up 
the following: 
a. registration 
b. blank 
c. parent 
d. guardian 
e. occupation 
f. former 
g. · residence 
h. vaccinated 
B. Locate terms on card 
i. successfully 
j. phone 
k. attended 
1. term 
m. place 
n. certified 
o. grade 
1. It is suggested students be exposed to all 
terms at least once in trying to locate 
same on card whether complete comprehension 
is demonstrated or not . 
2. To acquire familiarity with the card and 
terms more than one session would be necessary. 
How many depends upon the judgment of the 
teacher. 
3. Time students oc.casionally to see if they 
are gaining in speed in locating terms on 
card. 
C. Basic terms all should recognize and comprehend: 
1 • . Name 
2. Date 
3. Address 
4. Name of parent 
or guardian 
.5. Birth date 
D. Practice word recognition of the terms 
1. Have students find same on card 
2. Have students drill each other 
3. Have students make facsimile of 
card for their notebooks 
4. Include a few of the terms at a time 
in spelling lessons 
.5. Have students write and copy sentences 
using terms on card 
6. Have students dramatize oral interview 
using terms found on registration card 
IV. Actual filling out of registration card 
A. Writing or printing? 
1. Whatever the directions may say 
2. \v.hatever is easiest for student if 
no specific direction is given 
J. Discuss importance of legibility 
a. A ready reference 
b. Good impression 
c. Consideration of those who read card 
B. Amount of .space allowed for each item 
1. Necessity to be brief 
2. Accurate information desired 
3. Use of abbreviations 
a. Months 
b. Days 
c. Years 
C. Directions on card 
d. Titles 
e. States 
f. Use of Arabic 
numerals 
1. Concerning writing or printing 
2 . Type of pen or pencil to use 
3. Name (last name first) 4. No directions 
5. About references 
6. Any other directions that might be 
possible to discuss 
D. Practice filling out card samples or facsimile 
1. For accuracy 
2. For legibility 
3. Comprehension 4· Reasonable speed 
V. Further activities 
A. Quiz programs for comprehension of terms 
B. Make crossword puzzles using terms 
C. Spelling bee using terms 
D. Students compose their own concept of a 
registration card 
.. J 
I. Introduction 
PUPIL'S PASSING BLANK 
(Teacher Suggestions) 
A. Bring up the subject of passing from one class to 
another and discuss the school's customs or regu-
lations that apply to the situation. The follow-
ing factors might be of interest: 
1. Is there any regulation? If so, what? 
If not, why not? 
2. Are there different rules for junior 
and senior high school students. What 
are they; and why? 
3. Do the pupils agree there should be some 
basic regulation? If so, what type of 
regulation? Ask for examples. 4. Would the pupils omit all regulation? Why? 
5. How does time enter into the situation? 
Bring out classes are scheduled for 
particular times, hence necessity for 
punctuality. See if student can point 
out better reasons for being on time. 
B. Passing while classes are in session 
1. Find out if students are aware of any rules 
concerning this 
2. Bring out point that generally teachers 
are responsible for knowing where students 
are during a class period 
3. Discuss ~ays students could assist teachers 
in knowing where they are: 
a. Askin~ oral permission 
b. Obtaining written permission 
c. Filling out a form or blank 
II. Reasons for filling out passing blanks 
A. Why have them? 
1. Bring out the following: 
a. Student protection -- with blank he 
has right to be out of classroom 
b. Aid to teacher in knowing where student 
is going 
c. Check on time taken to get to and from 
indicated destinat i on 
B. Can student supply additional pros and cons for 
passing blanks? Throughout what might be a 
lively discussion try to emphasize: 
1. That the numbers of students in a school 
might determine amount of regulation 
2. That age of students might also be a 
determining factor 
3. That time sometimes creates a need for 
regulation in passing 
III. Observation of the blank 
A. Terminology 
1. Determine how many terms students recognize 
2. Discover how many comprehend terms used 
3. Have students look up the following: 
a. pupil 
b. passing 
c. objective 
d. signature 
B. Locate terms on form 
1. Have students try to locate all the terms 
and observe their ability to do so 
2. Continue practice until all or majority 
have mastered location of terms with 
reasonable speed -
C. Suggested terms all should recognize: 
1. Pupil 1 s name 
2. Room leaving 
3. Date 
4· Teacher 
IV. Actual filling out of form or slip 
A. Writing or printing 
1. Whichever is easiest for student 
2. Legibility should be considered as 
important in decision 
B. Amount of space allowed 
1 . Brevity essential 
2 . Use of Arabic figures for date and time 
C. Directions 
1 . Check to see if there are any 
2 . 'What signature is required 
3. How often does the time have to be 
shown? Why? 
D. Practice filling out samples of facsimile 
1 . For accuracy 
2 . For legibility 
3. For comprehension 4. For reasonable speed 
V. Further activities 
A. Make own passes that would apply to local 
situation 
B. Have spelling lessons on terminology 
c. Quiz program to help identify terms found on 
both school registration cards and school 
passes 
D. Have students make up written test on terms 
studied so far 
SCHOOL TEST 
(Teacher Suggestions) 
I . Introduction 
A. Ask students to tell you any of the items they 
usually have to wr ite on test papers before 
beginning a class test . Try to bring out the 
following: 
1 . Name 
2 . Date 
J. Grade 
B. Find out if students would include additional 
terms if test was to be filed for school 
records . It might be suggested that sometimes 
it is helpful to have t he teacher's name included . 
C. Show students sample cover of test form and let 
them observe how many terms they already know 
II . Reason for filling out test form 
A. A requirement as part of test 
B. For school records 
1 . Basic information 
2 . Information easily ascertained 
J . For convenience of those correcting test 
III . Observation of the test cover 
A. Terminology 
1 . Find out terms the students recognize 
2 . Are there any new terms to the students? 
If so, what? 
3. What terms are of most interest to stu~ents? 4. Explain usage and meaning of terms 11 Age 11 
and "Date of birth" on form. Point out 
that the terms have different meanings 
B. Locate terms on form 
1 . Find out how quickly students locate 
familiar terms and recognize new ones , 
2 . Continue practi ce until majority or 
all can recognize terms Hith reasonable 
speed 
C. Suggested terms all should recognize 
1 . Name 
2 . Date of birth 
3. Age 
4- City, town 5. State 
6 . Grade 
IV . Filling out form . 
A. Writing or printing? 
1 . Usually individual giving test 
indicates which 
2 . Explain importance of students 
following directions 
3. If given choice, students select 
whichever would be most legible 
B. Amount of space allowed for each item 
1 . Name 
a . Use of initials 
b . Need for title with teacher's name 
(Miss, Mrs . , Mr . , Dr . ) 
2 . Abbreviations 
a . Month 
b . Grade (Arabic or Roman numeral) 
c . State 
C. Directions on form 
1 . Sequence of date of birth 
2 . Day (Be sure students realize numerical 
date should be given and not proper 
name of day 
D. Practice filling out test farms 
1 . For accuracy 
2 . For legibility 
''9 t.l 
3. Use of proper terms 4. Ability to follow directions 
5. Comprehension 
6 . Reasonable speed 
V. Further activities 
A. Writing or copying sentences using terminology 
found on test form 
B. Spelling Bee 
C. Quiz programs on all terms studied so far 
D • .Speed test for accuracy and legibility in 
filling out form 
.1.() 
SCHOOL INSURANCE 
(Teacher Suggestions) 
I . Introduction 
A. Explain to students that insurance is a business . 
That insurance companies employ thousands of people . 
B. Name a few of the types of insurance companies 
C. Tell students they will be working with two kinds: 
1 . School insurance 
2 . Blue Cross and Blue Shield 
II . Reason for filling out form 
A. Usually a company requirement 
B. A record of payments made 
III. Observation of the form 
A. Terminology 
1 . Have students copy terms they are not sure 
about 
2 . Go over those terms with students 
J . Be sure students have an explanation of 
the following : 
a . enroll 
b . described 
c . premium 
d . included 
B. Location of terms on form: 
1 . Have students locate all familia·r terms 
2 . Go over terms listed above for location 
J . Repeat unfamiliar ones until they are 
·reasonably sure of their location 
C. Suggested terms all should recognize: 
1 . grade 4. phone 
2 . name 5. signature 
3. address 6 . parent or guardian 
D. Practice rec ognition of terms 
1 . Have students learn spelling of same 
2 . Write sentences using terms on form 
J . Use terms in conversation 
IV . Actual filling out of form 
A. Bring to students attention the fact that the 
parent would have to fill out form 
B. Writing or printing 
1 . No directions given 
2 . Ask students if they were filling out 
form which they would use, and why 
C. Amount of space allowed for each item 
1 . Have students find out if there is need 
for abbreviations 
2 . If so , have them indicate Hhich ones 
D. Directions on form 
1 . None are given . Point out, however , that 
the little blocks indicate one of the 
statements should be checked 
E. Practice filling out application. Make 
believe students are parentsJ 
1 . For accuracy 
2 . For legibility 
J. For comprehension 4· For reasonable speed 
V. Further activities 
A. Have students make copies of form for 
further practice 
B. Students might be interested in asking parents 
if they have taken out insurance for them . If 
so, Hhat kind, and the price of same 
c. Some older student who has benefited by school 
insurance might be invited to class to explain 
how having insurance helped him 
AUTOMOBILE LICENSE APPLICATION 
VAfeo/ f;~sf- \ 
-
·Today there are millions and millions of automobile 
drivers . Driving a car is serious business. It is a full-
time job while you are driving . There are rules to learn, 
laws to obey, signs to be read and followed and signals to 
watch. All of t h is to be done while you are driving the 
car plus watching out for people and other vehicles on the 
road. There are many people who become careless and the 
business of car driving becomes one CAR LESS. 
Because driving is such a serious business, in most 
states everyone must pass a driving test before obtaining 
a license . Application for a license must be made out . On 
this form, fill out only the front and back of the center 
~ 
section. Look at the application . Write below the answers 
to the first eight questions listed: 
1 . 
2 . 
J . 
4-
5. -
6 . 
? . 
8. 
---------------------------------------------------
False statements are not true. Find out what is said 
about false statements on the back of the applicat i on . 
Write it on the next two lines: 
-....... 
LICENSE APPLICATION 
Registry of Motor Vehicles 
Commonwealth of Massachusetts 
-- -- ------- -----
Earnings 
No. 
Date Exam'd 
VISION Right 
Without 20 
Glasses 
With 
Glasses 
FIELD 
COLOR Red 
TEST 
Reading test 
Law test 
Road test 
Car used 
Reg. No. 
Removal 
Restriction 
REGISTRY OF 
MOTOR VEHICLES 
100 Nashua St. 
Boston 14, Xass. 
ret'd 
Examiner Result 
Result 
Green Yell ow Result 
I Date 
of 
Issue 
Lie. 
No. 
LICENSE APPLICATION- To be Filed at Nearest Registry Office 
*REPORT with this application AT for examination 
Applicant must answer every 
question below i~?- ink: Clerk. 
1. Date of birth month ______________________________________ day ________________________ year__ _________________ _ 
2. Place of birth. City or town _________ ________________________________ _ State _________________________________ _ 
3. Height _______________ .ft. _______________ _inches. 4. Weight__ _____________________________ _lbs. _________ _ 
5. Color of hair__________________ 6. Color of eyes _____________________ "·· 7 Sex ___________________ _ 
8. Have you ever had a license to operate 
in Massachusetts or any other state? _____________ _If so, where ___________________________________________ _ 
Has it ever been suspended or revoked? (Yes or No)------------------------------------------------
If so, why? __________ ·-----------------------------·--------------------------------------------------···-------------
Has it been restored? ____________________________________________________________________________________________ _ 
OVER- FOR OTHER IMPORT ANT QUESTIONS TO BE ANSWERED -OVER 
(front of form) 
• c:i l ~ 
... z I ... 
... ~ ~ I i «< 
... Cl ~ 
I z 
0 
... d ... iiii 
.9 ~ tl 
' "' 
.E 
0 
"' 0 I :z: ~ u 
"' ... ... Q 
... 
0 
z 
0 
Cl 
-d 
0 
v c: "' ..... 
E .9 ~ "3 ..... 
.... 
"' <'! «< J 0 z ..... ~ VJ 
LICENSE APPLICAT I ON 
Registry of Motor Vehicles 
Conwonwealth of Massachusetts 
License application. Additional questions to be carefully answered :-
9. If unlicensed in Massachusetts, has your right to operate ever been suspended here or in any other state? (Answer "Yes" or HNo") ________ 
Has it been restored? ______ ----------------------------------- _______________ --·---- ______ -------------------------------------------------
-----------------------------
10. Have you ever been convicted of any criminal offense other than a parking violation?-----------------------------------
----------------------------· 
If so, where and give details----------------------------- ----------------------------------------------------------------------- -------- ----------------------------
11. Have you been arrested for drunkenness within the past year?--- ··-·---------------------------------------------------------
-----------------------------
12. Have you any physical disability which would interfere with the proper operation of a motor vehicle?---------------
-----------------------------
13. Have you ever been treated for: 
A. Any mental disorder? ______________ If so, by what institution or doctor ______________________________________________ _ 
-----------------------------
B. Any heart disorder?---------- .. ____ --------------. ____ . _____________ ... _________ . __ . ______ . _____ . _______________________________ . 
-----------------------------
C. Epilepsy or fainting spells? _____ . ______ . ___________ . ____ . _________ . __ . __ . __ . _____________ . __ . ____________ .. __ . ____ . ____________ . 
-----------------------------(If you have answered "yes" to any of the above questions, explain fully using separate sheet of paper if n ecessary) 
14. Residential address: No _______________________________________ St·----------------------------------------------------------------------C ity, Town, Zone, State 
(If non-resident give legal address) 
or his successor in _.. In case the license herein applied for is issued, I hereby irrevocably appoint the Registrar of Motor Vehicles 
office my attorney upon whom process against me may be served as provided in the General Laws and agree that process 
notified of such service as provided therein, shall be of the same legal effect as if served on me personally and that the m 
trar of a copy thereof to me at my last address as appearing on the registrar's records shall be sufficient notice to me of 
so served, if I am 
ailing by the regis-
such service. ( G.L., 
c. 90.) 
I, the undersigned, hereby apply for a license to operate motor vehicles and state that the statements herein are true to the best of my knowledge and belief. 
FALSE STATEMENTS ARE PUNISHABLE BY FINE, IMPRISONMENT OR BOTH CGen. Laws, C h. 90, Sec. 24) 
• Sign (Write) your name in fulL---------------------------------------------------------------------------------------------------
First Name Middle Initial Last 
-----------------------------
Name 
Mail address : No, _________ .--------- ________ . _______ . _____________ .--· __ .. ______ . __ . __ . __ ._ St ______________ . ________ .... ________ .. City or Zone No. 
---- Town 
(Not place of employment) 
Print 
name here------------------ ------ ------------------------------ ---------------- E-2-250M -12-19-56-6575-1-57-919436 
(back of form) 
DO NOT DETACH OR WRITE ON THIS STUB 
ROAD TEST REFUSED 
No licensed operator in car 
I No cert. of registration in car 
I No cert. of inspection 
No legal lenses in headlights 
Headlights not properly adjusted 
Number plates obstructed or dirty 
No horn or other signaling device 
No mirror (if taxi or truck) 
REASON FOR ROAD TEST FAILURE 
Defective brakes Assisted or coache 
Inexperience Poor judgment in 
Poor gear shifting Failed to signal I when turning 
Repeated stallings Reckless speed 
Unfamiliar with Excessively nervo traffic rules 
Poor steering control Refused to follow instru'ctions 
Swings wide on Excessive use of 
I right turns second speed 
I Cuts left corners 
Disregard for 
pedestrians 
I Left gears engaged Emergency assist by examiner 
I Too fast on turns Poor clutch contr , 
I Too fast by corners Failure to obey 
! traffic signs 
I Rolled back on hill 
I Delayed braking 
Accident 
Near accident 
MOTOR VEHICLE REGISTRATION 
In the beginning of the workbook when you were studying 
about school registration. you learned some things about 
registration . Can you write two things you learned? Try 
it . 
1 . 
2. 
Why are cars registered? There are several reasons . 
Here are some important ones: 
1 . It is a State law that all cars be registered 
2 . If a car is lost, stolen, damaged, registration 
shows to whom the car belongs 
3. Your vegistration certificate is proof that you 
have obeyed the law about registering your car. 
Always have your registration with you when 
driving a car . 
A registration fee is charged. A fee is the amount of 
money you pay. How much you pay is decided by the state in 
which you live. Some states charge a fee according to the 
horsepower,- how much the car can pull . Other states charge 
according to how much the car weighs. 
So far you have learned a car must be registered and a 
fee is charged. There is another important thing to know 
about registration of a car. In some states when a car is 
registered the owner must also take out insurance on the car. 
There is a fee charged for that, too. The car registration 
must mow the name of the insurance company. Before you apply 
for a license it would be wise to find out the state laws 
about registration of the car . You will then know how much 
it will cost for the right to drive a car . 
You ~vill need help Hhen registering your car. Most 
people do. Information about the make, model year, type , 
engine number, number of cylinders, bore, stroke, gas, Diesel, 
will be needed . A garage can supply some of the information . 
The insurance company you use can also help you. Do not try 
to fill out a car registration until you have had instruction 
from someone who knows how . 
There are three places you will have to fill out on a 
registration application in Massachusetts,- the one shown in 
your workbook: 
1 . The front of the middle section 
2 . The front of the right-hand stub where it says 
"TO BE FILLED OUT BY APPLICANT 11 
3. The back of the right-hand stub where it says 
"OWNER'S NAME AND l'IA IL ADDRESS 11 
Can you do the following, using your workbook for a 
reference? 
1 . Give two reasons why cars are registere d : 
a . 
b. 
2 . Name two fees that some states charge for registration : 
a . 
b . 
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REGISTRY OF HOTOR VEHICLES 
Commonwealth of Ma ssachusetts 
Massachusetts 
Registry of Motor Vehicles 
100 Nashua St., Boston 14, l\Iass. 
PASSENGER 
Motor Vehicle 
REGISTRATION ~PPLICATION 
PASSENGER 
Classification 
Previous 
Reg. Class. 
$ 
Ca. I Ck. 
Reg. No. 
Cert. 
Date 
Fin. 
Tr. No • 
(Print) N arne ( s) and Residential Address ( es) of Owner ( s )' Number and Street City or Town Zone No. 
Mail Address ( es) of Owner ( s) 
(If different) 
Make 
Vehicle Identi-
fication No. 
Mfrs. Model Year 
Engine No. 
(If any) 
Number a11d Street Post Office 
Type Color 
5. IMPORTANT 
No. of Cylinders ....... Bore .......... . Stroke .. .Gas ........... Diesel... .... .. .. Other.. If you have 1957 plates, check registration 
If carrying Passengers for hire, No. of seats.... .. Check {Bus. .............. ..... number and write it in here 
If semi-pass. or Hearse, (s~:;~u~;~s:\~;~~e.") .... .......... ... .lbs. Type ~~::;; ~.~- REG. NO., ___ ______ _ 
If School Bus is it used exclusively under contract to City or Town? Yes ...... No. 
From whom did you Name Address 
acquire this vehicle? 
How is this vehicle owned? Individually Jointly ( Partnership ( Corp. ( Other 
Is this a transfer of Registration? Yes .. .. 
If so, give plate number 
.. ... No....... .. .. .. .. .. ... 10. Name of Insurance Company . 
City or Town where vehicle 
is principally garaged. 
Approx. 
Date 
(describe) 
Zone No. 
No. Pass .. 
No. Doors .......... I 
Passed By 
I, the owner of the motor vehicle herein described apply for registration of said vehicle, 
and state that the statements herein are true to the best of my knowledge- and belief. II. No .. .. ...................... ... .......................... . 
SIGN (Write) 
Name in FulL ........... .. .. .. 
First Name Middle Initial 
(front of form 
Last Name 
of Registrant's Operator's License 
(If none, write "none") 
Ul'4r <ttnmmnuwralt4 nf .tla.a.aat4ll.artt.a 
• 
.. 
..... 
.... 
= ~ ~ ;s 
..:: ., 
bll II: 
... ...... 
= -c 
.. 
"' ~ 
Re«istry of Motor Vehicles 
100 Nashua St .. Boston 14. Mass. 
REG. 
NO .......................................................... Class ................... .. 
Date ........... -........................................ _ .. Fee ...................... .. 
Fin. Tr. No .............................................. _ ..................... .. 
MOTOR VEHICLE REGISTRATION CERTIFICATE 
The accompanying number plates have been assigned 
to the motor vehicle described below and the same is 
hereby registered under the number above written, in 
accordance with the laws of Massachusetts, in the name 
of the person appearing on the -reverse side hereof, 
said person having applied for such registration as 
owner. 
TO BE FILLED OUT BY APPLICANT 
Make ........................................................................................ .. 
Year ................................. Type ........................................ .. 
Color ........................................................................................ .. 
Vehicle Identi-
fication No ........................................................................... . 
Engine No. 
(if any) ......................................... -....................................... .. 
Registrant's Operator's 
Lie. No ............................................................ - ............... _ .. ,_ 
NOT VALID UNTIL DATED, lUMBERED AIID STAMPED 
WITH OFFICIAL STAMP OR SIGNATURE Of REGISTRAR 
This Registration Shall Expire By Law Dec. 31 
3. Name the three parts of the registration form 
shown in your workbook which must be filled 
out by the applicant: 
a . 
b . 
c . 
4. If you want help in filling out a car registration, 
name two places where help may be obtained: 
a . 
b. 
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INSTRUCTIONS 
( 1\' umbers correspond to those on front face) 
Addresses: Residential and mail addresses must be correct and accurate. A non-
resident must give legal address . .\lso Massachusetts residential and mail address 
(if any). A non-resident lessor or bailor must give the name and address of the 
person haviyg custody of the vehicle. If business concern, give place of business. 
Type means body type, such as 4-door sedan, 2-door sedan, coupe, station wagon, 
etc. Do not use a special trade name or name applied by a manufacturer alone. 
If there is no "Vehicle Identification No." the "Serial" (or "Maker's") number 
may be inserted. 
Statement of Ownenhip: A vehicle may not be registered in the name of a 
voluntary association (unions, brotherhoods, clubs, etc., not incorporated) Such 
registration should be in the name of a trustee ~ly appointed for the association. 
If there is more than one individual owner, such as joint owners or owners in 
common, all names must appear and all must sign. A vehicle owned by a partner· 
ship must be registered in the name of the partnership or in the name by which 
the partnership 1s known, and the application may be signe.d hy any of the 
partners. When there is no partnership name, registration is in the name of all 
partners and may be signed by all partners or by one partner who indicates 
names of others. 
When the owner of a registered vehicle desires to transfer such registration to 
another vehicle owned by him, he must file a complete new registration applica-
tion together with his present registration certificate properly filled out on the 
reverse side. If such certificate has already been returned to the registry, his 
postal card receipt must be filed instead. 
Place o£ Gara«ing: Give correct name of city or town, not post office or name 
of district within a city or town. 
False Statements: False statements are punishable by fine, imprisonment, 
or both, and can make y ·ur motor vehicle a trespasser on the highway. 
Fees. Must accompany application. Checks or money orders should be made pay-
able to order of Registry of Motor Vehicles. Checks received will be credited for 
paytpent only when honored by drawee. 
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LICENSE APPLICATION 
(Teacher Suggestions) 
I . Introduction 
A. Ask students to name items they think should 
be included on an automobile license application 
B. ShO't-1 license application and compare suggestions 
with actual information requested 
II . Reason for filling out form 
A. Have students give reasons 
B. Be sure students understand the following: 
1. That license application is a State law 
in Massachusetts 
2 . That license is a safety precaution for 
safe driving 
a . Questions about driving experience 
b . Questions about physical symptoms 
that wouid endanger driving 
c . Questions about observation of 
civil law 
III . Observation of license application 
A. Terminology 
B. 
1 . Have students check familiar terms 
2. Have students list terms not familiar 
3. Go over all unfamiliar terms and be sure 
to include the following : 
a . operate g . restored 
b . suspended h . convicted 
c . revoked i . criminal 
d . physical disability j . arrested 
e . treated k . institution 
f . mental disorder 1. epilepsy 
Locate terms on application 
1 . Go over familiar terms first 
2 . Find the others until students become 
reasonably familiar with location of· terms 
3. Have team games to motivate interest 
and speed 
c. 
D. 
Suggested terms all should recognize: 
1 . operate 6. drunkenness 
2. suspended or revoked 7. physical dis-
3. restored ability 
4· convicted 8. interfere 5. arrested 
Practice word recognition of terms 
1. By continual use of same in conversation 
2 . By writing assignments using terms 
3. By having students drill each other 
on terms 
IV . Actual filling out of license application 
A. Writing or printing 
1 . Have students find direction stating 
applicant must use ink 
B. Amount of space allowed for each item 
1 . Have students use either writing or 
printing, whichever requires least space 
and is most legible 
c. Directions on form 
D. 
1 . Have students find direction concerning 
use of ink 
2 . Be sure students observe directions found 
on front and back of stub on right-hand side 
3. Have students find direction where it is 
indicated answer should be written "Yes" 
or nNo" 
Practice filling out form 
1. For accuracy 
2 . For legibility 
3. For comprehension 
4· For reasonable speed 
V. Further activities 
A. Pretend you are a license inspector and have 
students come to you for applications 
B. Have students suggest questions that would 
particularly apply to student drivers 
C. Students should be given opportunity to attend 
driver education classes in school if such 
classes are available 
PASSENGER MOTOR VEHICLE REGISTRATION 
APPLICATION 
(Teacher 3uggestions) 
I . Introduction 
A. Explain this · form is more detailed and suggest 
that the insurance agency usually is willing to 
help individuals fill out registration 
B. Be sure students know when one has a license to 
drive a car, the car must also be registered 
II • . Reasons for filling out application 
A. State requirement 
B. Aids officers to: 
1. Identify person and car in case of 
accident 
2 . Helps locate owner in case of violation 
of law 
3. Aids in proper identification of car 
in case it is stolen 
III. Observation of actual registration application 
A. Terminology 
1. Have students look at center section 
and check terms they recognize 
2 . Explain that information required about 
the engine of the car can be obtained 
from a garage, or the insurance office 
will tell you where to get it 
3. Point out to student the stub on the 
right which reads "To be filled out 
by the applicant 11 · 
4. Explain terms that would interest the 
class . Some of these might be: 
a. Motor vehicle 
b . Diff~rence between mail address 
and residential address 
c . Make, year model, type, color 
d . Vehicle identification, Engine no . 
e . No . passengers, No . doors 
f . How is vehicle owned 
g . City or town where vehicle is 
principal y gara€ed 
h . From whom did you acquire this vehicle? 
B. Locate terms on form 
1 . Have students practice this carefully until 
teacher feels they comprehend the words as 
well as location 
2 . Have students check each other with drills 
of their O\-Jil 
C. Suggested terms all should recognize: 
1 . Residential address 
2 . 11ail address 
J . From whom did you acquire this vehicle, 
4. How is this vehicle ovmed? 
Individually? Jointly? 
5. City or town where vehicle is principally 
garaged 
D. Practice word recognition 
1 . Have someone call out the terms to be 
found quickly 
2 . Have students dramatize . real life situation 
where information on registration would be 
needed 
J . Use terms in conversation 
4. Practice writing sentences using terms 
IV . Actual filling out of a registration application 
(It is suggested that only terms all should 
recognize be filled out . ~ · attempt to do 
more in the initial study might lead to con-
fusion and harassment . It would be up to the 
teacher, who knows the students, to decide . 
In theory, the students will have another 
opportunity to study the same form again and 
perhaps v.rould be ready to absorb more of the 
detailed information. Too much i s not recom-
mended for the first year . ) 
A. Writing or printing? 
1 . Directions are given for both . Have 
students find directions 
a • Center section (item 1) 11 Print 11 name 
b . Center section (bottom of form) 
"Sign (write ) 11 na:me 
c . Directions on back of right-hand stub 
B. Amount of space allowed for each item 
1 . Have students make own decision how to 
best use the allotted space 
C. Directions on form 
1 . Given for writing and printing only 
C. Practice filling out form 
1 . For accuracy 
2 . For legibility 
3. For comprehension 4. For reasonable speed 
V. Further activities 
A. Students might like to talk with policeman 
and have him relate why motor vehicle 
registration is essential 
B. Visit insurance office and obtain their opinion 
of student drivers and importance of registration 
C. English assignments might include terminology 
found on registration form 
EMPLOYMENT AGENCY 
You lmow what 
employment means 
work! Agency is a 
place of business . 
So an employment 
agency is a place 
whose business is 
to find work . for 
people. 
There are many 
kinds of employment 
agencies. Some find work for people who want to be 
secretaries. Some find work just for teachers. And 
some have all kinds of work for all kinds of people . 
The Massachusetts Employment Agency offers all kinds 
of employment to people. In fact, so many people come in 
to see about work that the application cards have to be 
separated into three different colors! Each color stands 
for something. The white is the application for work for 
men . Men only fill out the white one. The yellow one is 
the application for work for women. Women only fill out 
the yellow one. The orange colored card is for all 
veterans -- men and women . However, there is something 
all the cards have alike . The information wanted is all 
the same on all cards . That is a help . 
G9 
There may be some new terms (words) on the application 
you have not seen before . Here are a few items the applica-
tion has on it . See if you can answer these questions: 
1 . What is your tele12hone number? 
2 . What is your height? 
J. What is your weight? 
4· Are you single or married? 
There are also some interesting abbreviations on the 
application . Just for fun, see if you can draw a line from 
the abbreviation on the left to the correct word on the 
right . You may guess, and probably guess right! 
R. D. 
p . 0. 
Mo . 
Ft . 
In . 
Inches 
Rural Delivery 
Feet 
Post Office 
Month 
Now see jf you can find all the terms and abbrevi-
ations on the application cards . 
AI B I I I I I I I I I I I I I I I I I c D E F G H I J I 2 3 4 5 6 7 8 9 
t. PRINT LAST NAME FIRST MIDDLE INITIAL 4. SOCIAL SECURITY ACCT. NO. 
1-11-1 
2. NUMBER AND STREET ADDRESS, R.D. Olt P. 0. BOX NO, 5. TELEPHONE 
s. CITY POSTAL ZONE STATE 6. 
D SINGLE D MARRIED 
7. DATE OF BIRTH a. HEIGHT 9. WEIGHT 10. IF UNION MEMBER, GIVE NAME OF LOCAL 
-- -- ----
MO. DAY YEAR FT. IN. POUNDS NUMB£R AFFILIATION 
II. IF VETERAN, GIVE LAST MILITARY SERVICE 12. DESCRIBE ANY PHYSICAL DISABILITY 
ENTRY ON RELEASE FROM 
ACTIVE SERVICE ACTIVE SERVICE 
--- -- -- --
MO. DAY YEAR MO. DAY YEAR 
IS. IF NEEDED FOR WORK DO YOU HAVE 
AUTOMOBILE D YES D NO TOOLS D YES D NO 
TRUCK D YES D NO LICENSE D YES D NO TYPE 
14. CIRCLE HIGHEST YEAR OF EDUCATION COMPLETED AND GIVE DEGREES RECEIVED 
I I I DEGREES GRADE SCHOOL HIGH SCHOOL COLLEGE I 2 3 4 5 6 7 8 I 2 3 4 I 2 3 4 
NAil£ SCHOOL AND LIST COURSES OF TRAINING (INCLUDING MILITARY) WHICH PREPARED YOU FOR WORK. 
GIVE LENGTH AND DATES ENDED . FOR EXAMPLE: B. F. JNSTJTUTE-2 YRS:-ACCOUNTING-1952 
Form 1111 
Rev.ll-6& 
APPLICATION CARD 
DO NOT WRITE BELOW THIS LINE 
TITLES I CODES 
SKILLS, KNOWLEDGE, ABILITIES DATES 
TEST RESULTS 
GATB OAPS 
G v 
WILLING 
WILLING 
N s p Q K F M 
--------
TO 
TO 
------
LEAVE CITY D YES D NO 
LIVE AT WORK D YES D NO 
THE COMMONWEALTH OF MASSACHUSETTS 
DIVISION OF EMPLOYMENT SECURITY 
~ 
(f.) 
(f.) 
!I> 
0 
~ 8 (f.) 
t"' t;:r.j 
t;:r.j 8 
!I> 8 (f.) 
t-el 
1-d t;:r.j 
t"' ::s: H 1-d 
0 t"' 
> 0 8 i H 0 2: 
8 
~ 
~ 
0 
~ 
lOOm ( 3 runs) -3-56-917069 
-
N AM E OF EMPLOYER DESCRIBE W O RK PERFORMED 
ADDRESS 
KINO OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KINO OF BUSINESS 
.n 
DATE STARTED I DATE ENDED I DURATION I PAY 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KINO OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
NAME OF EMPLOYER DESCRIBE WORK PERFO RMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION 1 PAY 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
SUMMARIZE OTHER WORK ~ (/.l 
(/.l 
> 0 
~ 21 (/.l 
CALLED REFERRED EMPLOYER OR AGENCY JOB TITLE OR PURPOSE OUR . PAY RESULT REMARKS 
t'i txj 
txj 8 
> 
8 
{/.l 
1-d 
1-d txj 
t'i ~ H 1-d 
0 t'i 
> 0 8 i H 0 z 
8 
> Q 
~ 
0 
--- ----,--- ~ 
i -
- -
• 
AI sl cl ol El F I Gl HI I I J I I I 21 I I I I 19 DO NOT WRITE BELOW THIS LINE 3 4 5 6 7 8 TITLES CODES 
1. PRINT LAST NAME FIRST MIDDLE INITIAL 4. SOCIAL SECURITY ACCT NO. 
1-n-1 
2. NUMBER AND STREET ADDRESS, R.D. OR P.O. BOX NO. 5. TELEPHONE 
3. CITY POSTAL ZONE STATE 6. 
0 SINGLE 0 MARRIED SKILLS, KNOWLEDGE, ABILITIES DATES ~ (l.l 
(l.l 
7. DATE OF BIRTH 8. HEIGHT 9. WEIGHT 10. IF UNION MEMBER, GIVE NAME OF LOCAL :t> 
0 
-- --
----
MO. DAY YEAR FT. IN. POUNDS NUMBER AFFILIATION 
I IF VETERAN , GIVE LAST MILITARY SERVICE 12. DESCRIBE ANY PHYSICAL DISABILITY 
ENTRY ON RELEASE FROM 
ACTIVE SERVICE ACTIVE SERVICE 
til ~ ~ (l.l l_:Jj 
1:-1 1-3 l_:Jj 1-3 
-- -- -- --
MO. DAY YEAR MO. DAY YEAR (l.l :t> 
13. IF NEEDED FOR WORK DO YOU HAVE 1-tJ l_:Jj 
AUTOMOBILE 0 YES 0 NO TOOLS 0 YES 0 NO 
TRUCK 0 YES 0 NO LICENSE 0 YES 0 NO TEST RESULTS TYPE 
1-tJ ::s: 1:-f 1-tJ 
H 1:-1 
14. CIRCLE HIGHEST YEAR OF EDUCATION COMPLETED AND GIVE DEGREES RECEIVED 
I I DEGREES 
GRADE SCHOOL HIGH SCHOOL COLLEGE 
I 2 3 4 5 6 7 8 I 2 3 4 I 2 3 4 
NAME SCHOOl AND LIST COURSES OF TRAINING INCLUDING MILITARY ) WHICH PREPARED YOU FOR WORK . GATB 
0 0 
:t> ~ 1-3 H 
0 2:: 2:: 1-3 
GIVE LENGTH AND DATES ENDED. FOR EXAMPLE : 8. F. INSTITUTE 2 YRS . ACCOUNTING- t952 OAPS > G v N 5 p Q Q K F M ~ 
0 
1-<l 
WILLING TO LEAVE CITY 0 YES 0 NO 
WILLING TO LIVE AT WORK 0 YES 0 NO 
Form 3111 APPLICATION CARD THE COMMONWEALTH OF MASSACHUSETTS 
Rev. 11-55 DIVISION OF EMPLOYMENT SECURITY 
c·-
SOm-8-57-920766 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY ' .. 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED J DATE ENDED I DURATION I PAY 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED (! 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
-
ADDRESS 
KIND OF BUSINESS ,I 
DATE STARTED I DATE ENDED I DURATION I PAY ' 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KINO OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
J 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
SUMMARIZE OTHER WORK 
~ 
~ 
CALLED REFERRED EMPLOYER OR AGENCY JOB TITLE OR PURPOSE OUR. PAY RESULT REMARKS 1:-1 l;tj 
:x> 
1-t:J 
1-0 
1:-1 
H 
0 
:x> 
8 
H 
0 
z 
{ 
{ 
~ 
C/.) 
C/.) 
~ ~ 0 
-1-3 
~l?:j gj 
~~ (/.l l?:j 1-3 
1-3 §W (/.l 
Pd> l?:j 
1-d ~ ~1-d 1-d 
<l>t"l t"l 
!3H 0 
Sl:!O i 1-':;t> <1>1-3 '-"H 
0 1-3 
!2: 
:;t> 
Q 
~ 
0 
kl 
liOm(l l'IUIB)-9-56-918628 
·--
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
... AME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION 1 PAY 
NAME OF EMPLOYER 
I 
DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY ( 
NAME OF EMPLOYER DESCRIBE WORK PERFORMED 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
NAME OF' EMPLOYER DESCRIBE WORK PERFORMED 
\._ 
ADDRESS 
KIND OF BUSINESS 
DATE STARTED I DATE ENDED I DURATION I PAY 
SUMMARIZE OTHER WORK ~ 
1./.1 
(/.l 
;:] :t> 0 
. 
CALLED REFERRED EMPLOYER OR AGENCY JOB TITLE OR PURPOSE 1 OUR. PAY RESULT REMARKS 
-1-3 @1 ~t:c_j 
~~ (IJ t.:9 1-3 
1-3 §(IJ (/) 
---
P.> t:c.1 
'L1 !$ 
I:£1'LJ 'L1 
<Dt'i t'i 
SH 0 
P'O i 1-':t> <DI-3 ..._..H 
0 1-3 
!2: 
~ 
~ 
0 
~ 
MASSACHUSETTS EMPLOYMENT AGENCY 
(Teacher Suggestions) 
I. Introduction 
A. Explain term "Employment Agency" 
1 . Place where available -vmrk is listed 
2 . There are public (free to all) agencies 
and private agencies . Explain that in 
private agencies a percentage of salary 
is taken for a fee 
J . Public agencies have varied job offers 4. Private agencies usually specialize in 
a particular type such as teachers, 
secretaries , nurses, musicians 
B. Massachusetts Agency located in Boston 
1 . People from any part of state may visit 
2 . People from any part of state may send 
jobs they would like to have filled 
J . If the instructor has visited there, 
students might be interested to hear a 
description of the agency 
c. Explain there are three (3) forms the Massachusetts 
Agency has: 
1 . Male 
2 . Female 
J . Veteran ' s (male and female use same card) 
II . Reason for filling out application 
A. Have students state the ones they think might 
be given 
B. The following factors should be mentioned: 
1 . Need for work 
2 . Makes it easier for agency to refer 
individual to job suited to his abilities 
J . Serves as a record of qualifications 
when job notices come in 
III. Observation of application forms 
A. Color of cards 
1 . White (male application) 
2 . Yellow (female application) 
3. Orange -Veteran ' s (male and female) 
B. Terminology 
1 . Find out now many terms students recognize 
2. Have students notice that terminology is 
the same on all three forms 
3. Be sure to cover the following with students: 
a . Middle initial 
b. Postal zone 
c. Entry on active service 
d . Release from active service 
e . Physical disability 
f. Highest year of education 
C. Locate terms on cards 
1 . Have someone read while the others find 
terms on forms 
2 . Students should look at all three forms 
to c cmpare them 
3. Rapid drill on terms that are most familiar. 
Go slower on the new ones 
D. Suggested terms all should recognize: 
1 . Middle initial 5. Union member 
2 . Postal zone 6 . height 
3. State 
4. describe 
7 . weight 
8. physical disability 
E. Practice word recognition 
1 . Oral quizzes given by students to each other 
2 . \vri te sentences using terms on forms 
3. Organize team games centered on 
recognition of terms 
IV. Actual filling out of forms 
A. Writing or printing 
1 . Have student find the only direction 
given about printing name 
B. Amount of space allowed for each item 
1 . Students should take care to notice 
where abbreviations would be necessary 
2 . Students should recognize the following 
abbreviations : 
a_ mo. 
b . ft. 
c . in . 
d . R. D. 
e . P .O. Box no . 
C. Directions on cards 
1 . The following should be observed by 
students: 
a . Directions concerning name 
b . Directions concerning education 
D. Practice filling out card forms (part outlined 
in red) 
1 . For accuracy 
2 . For legibility 
3. For comprehension 4. For reasonable speed 
V. Further activities 
A. Have suggestions from students 
B. If possible, visit an employment agency 
and observe procedure followed 
C. Have students make out what they would 
consider a good employment application form 
G5 
COMPANY WORK FORM 
CB 
BAY STATE 
ABRASIVE PRODUCTS 
COMPANY 
In your early school years you probably learned that 
Bay State is another name for the State of Massachusetts. 
From the title you can tell where this company is located. 
Abrasive is a material used for grinding and smoothing things. 
Boys have probably used some kinds of abrasives in their wood-
working classes. Girls most likely have used abrasives when 
told to scour the sink, pots and pans in cooking class! 
Can you name two things you think might be abrasives? 
1. 
2. 
The Bay State Abrasive Products Company makes many 
abrasive products used in machines. The company makes wheels 
of abrasives. They may be different colors, too. Some of 
the wheels of abrasives weigh tons. Others are very small 
and weigh only a few ounces. There are many types of jobs 
in this company . Both men and women work here . 
All have to fill out the application form shown in the 
workbook . This form is not too difficult. Some of the 
questions and terms you probably already kn0111/' . Look at the 
form and see if you can write down five terms or questions 
you can answer: 
1 . 
2 . 
J. 
4· 
5. 
Suppose you were living in Westboro, Massachusetts, 
and finished grammar school in 1956 . You stayed two years 
in high school, and when sixteen you decided to go to work . 
How would you fill out the information wanted under 
11 EDUCATION 11 ? 
School 
Grammar 
High school 
College or 
University 
Other 
Date 
No. of 
years 
Where 
attended 
Degree or 
Diploma 
( ( 
BAY ST A Tl: ABRASIVI: PRODUCTS CO. 
APPLICATION FOR EMPLOYMENT 
b:l 
:.> 
Date .... ....... ... .. ....... .... ...... Social Security No. ......... .. ................... ....... ................ .......... . Draft Class ...... .. .. ... .................. . 1-<l 
(/.l 
Name ........... ....... ... .... .. ............ ...... ........... ................................ , ......................................... Citizen of U. S. A.? ..................... ... .. .. 
Street ... .... ..... .. ......... ... ..... ........... .................... ........... .. .. ...... ........ City .......... ............... .... .. .... ............................. State .... ......... ....... .. 
Phone . ... .............................. .. If none, how may we contact? 
8 
:t> 
~ 
:.> 
!2: b:l 
0 ~ ::I 
I (/.l 
Age .. . .. .. . . . . Date of Birth Birthplace 8 H (1) ~ () 
Married ............... Single ....... Widow Widower Divorced .................. No. of Children ... ............ .. s 1-cj 
~· !:d 
Height ......... .. .. .. . Weight ... Character of Work Desired ..................................................... ....... ......... .................... .. () 0 j.l) s 1-' 
Have you worked here before? ............ When? .................. What doing? ...... .............. .......................................................... . 0 8 
(/.l 
Why did you leave? ...................... .... ... ........ .. .... ................. ... ......... ..... ....... ... ... ............ .......... ...... .............. .......... ...... .. ....................... .. 0 
0 
Are you limited in the work you can do because of an illness or injury? ::s: 1-cJ 
:.> 
Explain fully. . .................... ......... .. .......... ...... ..... ... .. .......... .... ..... .. . .. .... .... ... ........... ..... ......... .. ......... .. .... ... .... ..... ........... ... ............ .... .. .. .... . !2: 1-<l 
EDUCATION 
SCHOOL DATE NO. OF YEARS WHERE ATTENDED DEGREE OR Check shift DIPLOMA lst 0 
you can work 2nd 0 
Grammar School 3rd 0 
High School Any 0 
College or Univ. Transportation 
Have none 0 
Other Have car 0 
Can arrange 0 
DO NOT WRITE BELOW THIS LINE. TURN BLANK OVER AND FILL OTHER SIDE. 
PROFILE WAGE DATA 
3~ 4~ 5~ 6~ 710 elo 910 1~0 
OM•M·H~HWN~-WN~-~O~O~~q~·~q·M·~-M~N --""MM~~~~~~~~--~~~~~==~~=~~~~~~ Will start for hiring rate .. ... ............ ... ... . 
o-"~•~w~-~~=~=~~~~=!~N~~~~~~~~~ 
O-"M~~~-~0-"M~~~~-~ON~~~~~W~O-NM 
. ----------NNNNNNNHNMMM~ 
Requires base rate of 
o-M ........ ~ .. - •2: :!::! :!!:: ~o- NM .... ""'Ct~'-CO _ .... .. .. .. "'.« ......... Notice required ....................................... . 
~HMII\ .. ~-N·~~~-M .... ~eONM~~~ON~~ .. ~-M·~-0 ------N~"NN~M~~MM····~·~~~~~~ 
0 _.,. ... .. ~ ..,,. -~ ~ - .. ... ..,. ... .., :: ..,.,. 0 
-- --
... 
Date ..... Job .............................................. .. ....... .. ......................... L.G . ................ Dept. .... ... ....... Rate .. 
Shift Physical Exam Review for ...................... .. 
BAY STATE ABRASIVE PRODUCTS COMPANY 
(Teacher Suggestions) 
I . Introduction 
A. Explain this form is from a company that employs 
both skilled and unskilled workers 
B. Ask students what they think abrasive means . 
Have a discussion of the word 
C. Explain that the application is given to all 
who apply for any kind of work 
II . Reasons for filling out application 
A. Have students give reasons for filling out 
application 
B. The following factors should be mentioned : 
1 . Company requirement 
2 . Record for easy reference 
3. A preliminary step leading to interview 
III . Observation of the application form 
A. Terminology 
1 . Have students check terms they recognize 
2 . Be sure students have an expl~nation of 
the following : 
a . Social Security number 
b . Draft class 
c . Citi zen of U. S . 
d . Contact 
e. Limited in work 
f . Illness 
g . Injury 
h . Char acter of work desired 
i . Shifts 
j . Transportation 
B. Locate terms on application 
1 . Have students find terms as they are 
called out 
2 . Have students copy form to use for 
practice in filling it out 
C. Suggested terms all should recognize: 
1 . Citizen of U. S . 
2. Phone 
3. Contact 
4· Harried 
5. Single 
D. Practice word recognition 
6 . Character of 
work desired 
7. Illness 
8. Injury 
9. Limits 
1 . Conversation using terminology found 
on application 
2 . Oral quizzes on terminology 
3. Writing sentences using terms 
IV. Actual filling out of application 
A. Writing or printing 
1 . No directions given 
2 . Have students make their ow.n choice, 
explaining why 
3. See if students can explain why 
legibility is essential 
B. Amount of space allowed for each item 
1 . Have students find where abbreviations 
would be necessary 
2 . Review abbreviations that are needed : 
a . Date 
b . Birthday 
c . Pounds 
d. Inches, feet 
C. Directions on form 
1 . Have students read the directions: 
a . Do not write below this line 
b . Turn blank over and fill other side 
c . Include military service 
D. Practice filling out application or facsimile 
1 . For accuracy 
2 . For legibility 
3. For comprehension 4. For reasonable speed 
v. Further activities 
A. Have students practice interviewing using 
terms studied 
B. Have tests on recognition of terms 
C. Quiz games set up by students for practice 
on terms 
D. Have students visit large company to ascertain 
if they can obtain application forms for 
practice in filling out 
7;1 
11 
7Y 
STORE EMPLOYMENT FORMS 
-
{;/ene5 
F . W. Wool-vmrth Company and s. S . Kresge Company 
F. W. Woolworth Company and S . s. Kresge Company are 
stores known by most everyone . These stores are located 
throughout the entire United States . I~ you have not visited 
one o~ these companies you have something to look forward tol 
Thread, balloons, birds, ~ish, games, toys, books, jewelry, 
ribbons, dishes, records, candy, ~ood, paper, school supplies, 
clothes and kitchen-ware are just a few items one may purchase 
here . 
I~ the store is a large one, many clerks are needed. 
Janitors are also needed. Stock boys to carry supplies (stock) 
to dif~erent counters are employed. Cafeteria help to serve 
the food is another job . There are many jobs for both men 
and women. Sometime when you are near a large Woolworth or 
Kresge Company go in and notice how many boys and girls about 
your own age are working there . 
Every person working in these companies had to fill 
out an application form for employment. Suppose you were 
to apply for a job in one of these companies. Without look-
ing at the application forms, write three items you think 
you would have to know to fill out the application: 
1. 
2. 
3-
Look at the applications in the workbook and write two more 
items you would have to know to fill out the applicat i on: 
4-
5. 
Looking at the application forms, can you answer the 
following questions? 
1. Which form gives directions at the top about 
filling in the application? 
2. Do both companies want the applicant to indicate 
the positi on desired or applied for? 
3. Which company requests applicant to check 
whether full-time, part-time or Saturday work 
is desired? 
4. Which com.nany asks "Have you had a High-School 
education?" 
"'}f) 
oU 
5. Arithmetic problems are found on which form? 
Can you find three items on these applications that 
... , .. 
; ·~ 
have also been requested on other application forms you have 
studied so far? 
1. 
2. 
J. 
Suppose you were an individual who hires people for 
work in a store. Perhaps it might be for stores like Woolworth 
or Kresge. All you have for information about the applicant 
(person who wants a job) is on the application form given to 
you. Which, in your opinion, would give you the most ac-
curate information about the applicant, the form used by 
Woolworth Company or the form used by Kresge Company? 
Why? 
-:.. 
( 
B.O. X 30 APPLICATION FOR POSITION 
-
F. W. WOOLWORTH CO. 
Date 
~arne Age Date of Birth 
1\ddress Telephone No. 
Have you proof of age, either birth or baptismal certificate? Yes No 
Position applied for 
Married or Single 
If Married, Husband's Nam {or) Wife's Name 
Have you any relatives now in the employ of F.W. Woolworth Co.? 
Their names In full and where employed 
Have you ever been In the employ of F.W. Woolworth Co.? 
If so, when and where {Give Dates) 
)o you live with parents? Are you boarding? Are you housekeeping? 
.ast Employer's Name Kind of Business 
~ddress Why did you leave? 
)ate started Date left 
lave you had a High-School e~ucatlon? Did you graduate? 
u 
0 
c 
pon my engagement by F.w. woolworth Co., this application is evidence that 1 agree to conform to the rules and regulations 
f F w. Woolworth Co., that my en~agement shall be on an hourly basis and can be terminated at any time by F w. WPolworth-
o., I being likewise at liberty o so terminate it. 
Soc I a I SecurIty Account No. ign your nallle 
)ate hire 
(This application IIIUS t be filled in and signed in pen and ink. ) 
-1-J;j 
. Cf.l 
1-3 
~ 0 
. ~ 
~ t:rJ 
0 ~ 
1-' '""d 
~ t"' 
0 0 
~ ~ 
P' ~ 
0 1-3 
0 
.§ 1:1;:1 0 § ~ ~ 
"' ·i (/f 
- J 
~ 
' 
\ S. S. KRESGE COMPANY 
This blank should be filled out in ink and in applicant's own handwriting 
Social Security No.----------- Date 19_ 
Position desired _____________ _ Full time D Part time 0 Saturday D 
Check One 
Name-------------------------------------
Mark an X in the square in front of the 
words that fit your case: 
Middle Las t First 
Phone 
Address---------~-------~---- Zone __ Number ___ _ 
0 Single 
0 Married 
0 Widowed 
0 Separated 
0 Divorced 
0 Living w/ parents 
0 Housekeeping 
No. Street City 
Height ___ _ Weight ___ _ 
0 Living w/relatives 
0 Boarding 
Age _ __ Birth date_· ___ _ 
Month Day Year Ft. l n. 
0 Rooming 
How long have you lived at present address? _________ How long have you lived in this city? _________ _ 
Who is your father's employer? Nature of his work? ___________ _ 
If married, who is your husband's employer? ..Nature of his work? 
Name and Location of School 
Years 
Course Pursued 
Date of Did you Grade EDUCATION Attended Leaving Graduate? Completed 
High School ................................ _. 
College or University .............. 
Business School or Other .............. 
Is anyone dependent upon you for support? Who? If children, how many? 
Have you ever been in the Have you a relative or friend 
in employ of S. S. Kresge Co.? ____________ _ employ of S. S. Kresge Company? ___ Duates, ______ _ 
If so, give name, department 
and relationship 
If so, in what store, 
department, or office? 
List Below ALL Positions You Have Held (Give full information and dates) 
Present Employer ____ Addre"-"' DATE EMP. 
Kind of Business Department Mo. 
Nature of Work Department Manager Yr. 
Reason for Leaving Salary 
Last Employer f\ddres" Mo. 
Kind of Business Department 
Nature of Work Department Manager Yr. 
Reason for Leaving Salary 
2nd Last Employer Address Mo. 
-
Kind of Business Department 
Nature of Work Department Manager Yr. 
Reason for Leaving Salary 
3rd Last Employer Add res" Mo. 
Kind of Business Department 
Nature of Work Department Manager Yr. 
Reason for Leaving Salar.v 
Menhon Two References, (not relahves) Busmess, or Professwnal, who have known you for over one year. 
Name Address City Business 
Name Address City Business 
IT IS UNDERSTOOD AND AGREED, tbat this employmen t is not for any definite period or su ccession 
of periods, and that it may be terminated at pleasure, either by myself or by S. S. Kresge C ompany at any 
time witl:out notice, and wal'es shall be due to me only up to the day and hour of termination. 
OFFICE RECORD 
Ra ting E, G, F, P 
DATE 
LEAVING 
Mo. 
Yr. 
Mo. 
Yr. 
Mo. 
Yr. 
Mo. 
Yr. 
References ______________ _ 
Sign here _________________________________ __ Employed________ 19 __ 
(OVER \ Reiected ____________ l9 __ 
CODE No. 19-30-FORM 588-600 Pads-( I OO's)-12 / 55-4071 / 55 K-B 73-Litho in U.S.A. 
1. Have you had the services of a physician during the past 
two years? ___________ _ 
2. lfso, when? _______________ __ 
3. F or what cause? _______________ _ 
4. How much time have you lost because of illness during 
past year? __________________ __ 
5. Have you any physical defect or organic trouble? __ _ 
Sign here: _____________ _ 
In what other work (besides the kind you are applying for) 
are you efficient? 
!. _ ___________________ _ 
2·--·-----------~---------
3. ____________________ _ 
4. ____________________ _ 
5. _ ___________________ _ 
Time Limit 10 min. ACCURACY 
ADD 
877 
956 
ADD 
5 
8 
9 
7 
3 
3 
9 
0 
7 
7 
0 
3 
4 
ADD 
6 
8 
8 
9 
9 
5 
1 
8 
7 
7 
4 
5 
4 
ADD 
659 
687 
ADD 
1 
3 
8 
3 
6 
1 
6 
1 
5 
4 
2 
5 
9 
SUBTRACT 
978 
483 
SUBTRACT 
739 
367 
ADD 
6759 
1286 
5982 
7690 
UNITS OF MEASUREMENT AND NUMBER 
How many inches are there in * yard? Ans. inches. 
How many feet in 2 Y2 yards? Ans. feet. 
How many ounces are there in 1 '\.4 pounds? Ans. ounces. 
tiow many dozen in 78? Ans. dozen. 
How many inches are there in 3% feet? Ans. inches. 
MULTIPLY 
3786 
X 49 
ADD 
7917 
4304 
9027 
9975 
1247 
• 
DEPARTMENT STORE APPLICATION 
Department stores in large cities employ hundreds of 
workers. The two application forms in your workbook are 
''t7 
1'7 
used by large stores that employ at least 500 people. At 
particularly busy seasons such as Christmas and Easter, stores 
may use extra help. All who work must fill out an applica-
tion. 
Before asking for an application it would be wise to 
visit the store where you would like employment and notice 
the kind of work being done. Remember, there are many workers 
doing important jobs who are not seen by the public . People 
who load trucks, those who wrap bundles, bookkeepers, people 
who alter clothes, men who clean the store after it is closed, 
and many others. 
On one form, 21 jobs are listed where workers might be 
needed. The applicant is requested to put an X opposite the 
items that apply to him or her. If you have had experience 
in any of the jobs listed, or if you are especially inter-
ested in learning about a job listed, then you would put an 
X opposite it. Find the form and list below three jobs you 
might check if you were applying for a job: 
1. 
2. 
J. 
'}5' 
Suppose you wished to apply for the position of clerk, 
package-wrapper, or truck-driver in a department store. 
You completed two years in high school . You live at home 
with your parents and would be able to work from 9 a.m. 
until 5:30 p .m. every day. Try to answer the following 
questions. S~me of the questions will have the same answer 
as another question. See how many questions you recognize 
as asking for the same answerl 
1 . Position applied for 
2. Address 
3. Maiden name 
4. Type of work desired ·----------------------------
5. u. s. citizen yes no 
6. Days available for employment 
7. Residence 
8. Last employer 
9. Are you a u. s . citizen? 
10. Previous employer 
Try writing out the following abbreviations. Write out 
their complete meaning: 
1. Mo. 
2. u. s . 
3· Yr. 
4. Lbs. 
79 
5. Ft . 
6 . No . 
7 . In . 
You have made a good beginning if you can do these accur ately 
in a reasonable length of time . 
DEPARTMENT STORE EMPLOYMENT FORM 
I"LIEASit PRINT 
EMPLOYEE NUM8£R 
APPLICATION FOR TEMPORARY EMPLOYMENT 
NAM 
(LAST I (FIRST) (IIIDDLE INITIAL) SOCIAL SECURITY NO 
MAIDEN NAM 
fLA.ST) (FIRST (IIIDDLE INITIAL) U. S. CITIZEN 
YES 0 NO 0 
4DDRES 
(NO.) !STRUT) (CITY) (STATE) TIUPHONI NO 
DA'tE OF BIRTH HEIGHT FT. IN. WEIGHT LBS 
(MO.) (DAY) (Y&AR) 
NO. OF 
SINGLE 0 MARRIED 0 DIVORCED 0 WIDOWED 0 SEPARATED 0 DEPENDENTS---------
LIST TYPE OF WORK DESIRED DATE AVAILABLE FOR EMPLOYMENT 
HOURS AVAILABLE FOR EMPLOYMENT------------
DAYS AVAILABLE FOR EMPLOYMENT- --
EDtiCATION (CIRCLE HIGHEST GRADE COMPLETED) 
! __ 4_ _ _!1 6 7 8 9 10 
GRAMMAR SCHOOL 
NAME OF 
2 3 4 
HIGH SCHOOL 
2 3 4 
COLLEGE OTHER 
SCHOOLB--------------------------------------------·----------------
FORM 1086A REV JAN 1!0 9/57 
(front of form) 
DEPARTMENT STORE EMPLOYMENT FORM 
.JOB TJTL.Il • MAMIE 
NAMIEB AND AODJII:I:SSI!S OP' OP' IMMIEDIATIE REASON FOR 
~ YR. PREVIOUS EMPLOYKftS 8UP1lRVIBOR LEAVING 
---
PRESENT OR MOST RECENT EMPLOYilR 
P'ROM 
··········· 
........... . . . . . . . . . . NAME 
STREET 
TO 
CITY&: STATE 
---
---
PREVIOUS EMPLOYER 
P'ROM 
.......... 
··········· ·· ······· 
NAME 
STREET 
TO 
CITY 8r STATE , 
HAVE YOU EVER BEEN EMPLOYED BY P'ILENE'B BEP'ORE1 YE8 D NO D 
HEREBY CERTIFY THAT TO THE BE8T OP' MY KNOWLO:DGII AND BO:LIIIP' THE STATEMENT8 GIYI:N IN THIB APPLICATION ARK 
CORRECT AND PERMISSION IS GIVEN P'OR ANY INVESTIGATION THAT MAY BE NECESSARY. 
(MO.) (DAY) (TEAR) APPLICANT'B SIGNATURI: 
DO NOT WRITE BELOW THIS LINE 
• 
INTERVIEWER'S COMMENTS-------------------------------------------------------------------------------
---------------------------------------BIGNATUR~------------------------------DAT&-------------------------
DEPT ·----------------------POSIT ION - ------TO SKG IN:---------------------------
HOURS DAYS fMO.) (OAYl (YilAR) 
SALARY 8 -------------------PER--------IF MINOR HAVE WORKING PAPERB BIIBN P'IUD YES D NOD 
back of form 
I 
) 
I 
I 
DEPARTI1ENT STORE APPLICATION FORM 
A447X 
POSITION APPLIED FOR 
I.T CHOICE 2ND CHOICE 
DATE OF APPLICATION 
MO. DAY DAY 
SI[X (y) 
MALE FEMALE LBS. 
PHYSICAL HANDICAPS 
DO YOU HAVE RELATIVES IN THIS COMPANY? 0 YES 0 NO 
IF SO . STATE NAMES RELATIONSHIP 
LAST SCHOOL ATTENDED NAME, CITY , STATE 
DATE FIN I SHED 
I 
GRADUATE (y) I HIGHEST GRADE OR CLASS COM .. LETED 
YES NO 
WHAT P'ORIIIGN LANGUAGES CAN YOU SPEAK? 
EVER BEEN ARRESTED <v> YES NO 
IF ao. 
WHEN NATURE OF OFFENSE 
APPLICATION AND INTERVIEW F 
(APPLICANT WILL COMPLETE ENTRIES ON THIS 
LAST NAME 
ADDRitSS 
NEAREST PHONE 
HAVE YOU 
EVER WORKED 
HERE BEFORE? 
2. NAME 
OTHER SCHOOLS 
SPECIAL TRAINING 
SPORTS OR HOBBIES 
FIRST NAME 
IF MARRIED 
IF ao, 
STATE WH~N 
RELATIO~ 
I 
I 
ARE YO 
YES 
DEPENDENTS <v> AGES OF CHILDREN I FIRST NAMIE 01' HUSBAND OR I ADDRESS I OCCUPATION IN CASE OF EMI!I 
WIFE 
WIP'E NAME 
CHILDREN ADDRESS ! NAME OF FATHER , If' DECEASED , MARRIAGE I OCCUPATION 
I 
OTHER DEPENDENTS NO . AND RELATIONSHIP 
PARENTS II OR 2) 
NAME OF MOTHER 
OTHER 
READ THE LIST BELOW MARK AN " X " OPPOSITE THE ITEMS THAT APPLY TO YOU 
MARITAL STATUS LIVING ARRANGEMENTS WORKING EXPERIENCE OR SPECIAL TRAINING 
SINGLE OWN HOME ADVERTISING ELEVATOR OPERATOR SALES 
MARRIED RENT BILLING F URNITURE WORKROOM STENOGRAPHIC 
WIDOWED LIVING WITH PARENTS CA.HI .. R AD I .... I .. TOCK 
Slti"ARATED LIVING WITH RELATIVES ~~ WDI~I M . I NTI!:NANCE I SWITCHBOARD OPERATOR 
DIVORCED ROOMING COMPTOMETER M EN 'S ALTERATION TRUCK DRIVER 
DIS,.LAY P AC KING WRAPPING TYPIST 
DRAPERY WORKROOM RESTAURANT WAREHOUSE 
TWO PEOPLE WHO HAVE KNOWN NAME A DDRESS 
YOU FOR MORE THAN ONE YEAR 
AND WHO ARE NOT FORMER EM-
PLOVERS OR RELATIVES 
LAST EMPLOYER I ADDRESS YOUR POSITION DATE STARTED DATE LEFT SALAF 
NEXT LAST EMPLOYER 
I 
NEXT LAST EMPLOYER I 
NEXT LAST EMPLOYER 
I ~ 
NEXT LAST EMPLOYER 
I 
NEXT LAST EMPLOYkR 
-
F. W. WOOLWORTH COMPANY 
APPLICATION FORM 
(Teacher Suggestions) 
I. . Introduction 
A. Ask students to tell you what kinds of 
work would be necessary in a store such 
as Woolworth 1 s 
B. Request students to write out questions 
they think an application for Woolworth's 
should have 
II. Reason for filling out application 
A. Company requirement 
B. Have students give other reasons 
III. Observation of the form 
A. Terminology 
1. Have students check terms they recognize 
2. Ask students to guess at some of the 
terms they may not be sure about 
J . Go over with students the following terms: 
a. Proof of age, either birth or 
baptismal certificate 
b. Relative now in the employ of company 
c. Are you boarding? 
d. Are you housekeeping? 
e. I agree to conform to the rules 
and regulations .••• 
f. Engagement 
g . Hourly basis 
h. Terminated 
B. Locate terms on application 
1. Locate quckly the more familiar ones 
2. Practice on new terms until reasonable 
skill is acquired in recognizing terms 
C. Suggested terms all should recognize: 
1 . Date of birth 
2 . Birth or baptismal certificate 
3. Married or single 
4· Relatives in employ of Woolworth's 
5. Live with par ents 
6 . Boarding, homemaking 
7 . Hourly basis 
D. Practice word recognition of terms 
1 . Oral and written quizzes on terms 
2 . Constant repetitious drill 
3. Have students drill each other 
IV . Actual filling out of application 
A. Writing or printing 
1 . Have students look for directions 
a . Must be filled in and signed 
in pen and ink 
2 . Otherwise, students have a choice as 
to which to use 
B. Amount of space allowe.d for each item 
1 . Appears to be sufficient room for all 
items except date and date of birth 
C. Directions 
1 . See if students can find the two 
specific directions given 
a . Give date if previously employed 
in a Woolworth Company 
b . At bot t om of form, a direction 
about filling in and signing 
application 
D. Practice filling out application 
1 . For accuracy 
2 . For legibility 
3. For comprehension 
4. For reasonable speed 
f "'A 
.) .. ~ 
V. Further activities 
A. Visit a Woolworth store, preferably a large 
one, and let students observe the work 
going on and positions available 
B. Conduct student interviews for job placements 
in a ~Jool worth Company 
C. Have students make puzzles using terms studied 
so far 
S. S. KRESGE COMPANY 
APPLICATION FORM 
(Teacher Suggestions) 
I. Introduction 
A. Ask students how many are familiar with 
Kresge Company 
B. Have students state the different kinds of 
work they think would be available in such 
a company 
C. Explain this form i's used by all Kresge 
stores throughout the country 
II. Re a sons for filling out form 
A. Students should by now be able to state 
at least one or two reasons 
1. Company requirement 
2 . Saves time and patience of 
individual interviewing 
3. Opportunity for applicant to 
display reading and writing skills 
4. A usual preliminary step leading 
to interview 
III. Observation of form 
A. Terminology 
1. Students should observe and be given 
opportunity to explain following: 
(Help should be given if students don't 
PG ,. 'i .. 
know or are mistaken in their interpretation) 
a . 11 fit your case" 
b. Full time, part time 
c. Zone 
d. Nature of work 
e. Course pursued 
f. References, business or professional 
g. Services of a physician 
h. Physical defect or organic trouble 
i. Efficient 
k. Accuracy 
B. Locate terms on form 
1 . Have someone call out familiar ones 
for students to locate 
2 . Go over terms listed above 
3. Have informal contests finding terms 
C. Suggested terms all should recognize: 
1 . Full time, part time 
2 . Saturday 
3 •. Phone number 4. Present address 
5. 11li ved in this city" 
6 . Nature of work 
7. Accuracy 
D. Practice word recognition 
1 . Drills on meanings 
2 . Conversations using terms studied 
3. Writing assignments using terms 
IV . Actual filling out of form 
A. Writing or printing 
1 . Specific directions are given . Student 
should find them 
B. Amount of space for each item 
1 . Abbreviations necessary for calendar dates 
C. Directions on form 
1. To be filled out in ink 
2 . Applicant's own handwriting 
3. Check one (full time, part time, Saturday) 
4· Mark X in square in front of words 
5. List below 
6 . Add, subtract, multiply 
D. ·Practice filling out form 
1 . For · accuracy 
2 . For legibility 
·3 . For comprehension 
4. For reasonable speed 
V. Further activities 
A. Visit a Kresge Company and observe the 
different types of work being done 
B. Have students interview each other for jobs 
C. Students might like to make up their own 
form of application 
/ 
I . Introduction 
APPLICATION FOID1 
FOR DEPARTl~NT STORE 
A. Have students indicate what jobs they think 
might be available in a large de partment store 
B. Have students compare the two forms shown of 
department stores for 
1 . Size 
2 . Print 
3. Space 
C. Ask their f irst impressions of the forms 
before actually studying and filling them out 
II . Reason for filling out appl i cation 
A. Company requirement 
B. Preliminary step leading t o interview 
III . Observation of application forms 
A. Terminology 
l . Have students check ~erms they recognize 
on both forms 
2 . Have students select f orm which, in their 
opinion, seems easier t o fill out, and 
give reasons 
3. Students should find out meaning of the 
following terms: (Help from teacher may 
be necessary) 
a . Maiden name 
b . Position applied for -- type 
of work desired 
c . Physical handicaps 
d . Relatives 
e . Foreign language 
f . Opposite 
g . Available 
h . Arrested 
i . Citizen 
j . Previous 
k . Emergency 
B. Locate te rms on forms 
c. 
D. 
1. Work for reasonable speed in finding 
terms listed above. Include any 
others student may notice or suggest 
2 . Have someone who is familiar with 
terms call them out 
Suggested terms all should recognize: 
1. Maiden name 
2. Physical handicap 
3. Emergency 
4- Arrested 5. Citizen 
6. Living arrangements 
7. Highest grade or class completed 
Practice word recognition of terms 
1. Find terms on form 
2. Use terms in English assignments -
writing and spelling 
3. Have conversations using terms studied 4. Have brief quizzes on terms 
IV. Actual filling out of forms 
A. Writing or printing 
1. Have student look for directions given 
2. Where there is a choice, have students 
use whichever is most legible 
B. Amount of space for each item 
1. Compare the two forms and have students 
express their opinion about them 
2. Students should notice where abbreviations 
are necessary: 
a . Month 
b. Day 
c. Year 
3- Have students observe abbreviations 
used on forms 
a. No . 
b. Ft, 
c. In. 
d. Lbs. 
·~)() 
C. Directions on forms 
1. Be sure students notice following : 
a . Please print 
b. Circle highest grade completed 
c . Mark X opposite items which 
might apply to you 
c. Comple t e entries on this side only 
d . Do not write below this line 
D. Practice filling out forms 
1 . For accuracy 
2 . For legibility 
3. For comprehension 
4. For reasonable speed 
V. Further activities 
A. Visit large department stores to observe 
jobs listed on forms 
B. Conduct oral interviews using terminology 
on forms 
C. Have students make up their own cl ass tests 
I 
!Jt 
INSURANCE C01-1PANY FOR}'IS 
JOBN HANCOCK 
MUTUAL LIFE INSURANCE COMPANY 
BUILDING DIVISION 
Insurance is big business ! Reread the comments on 
School Insurance in your workbook. The John Hancock Mutual 
Life Insurance Company in Boston, Massachusetts, is one of 
the largest of its kind . It is so large the company has 
three employment forms . One for the Building Division, 
one for the Restaurant Division and another for clerical 
help. Each one is a different color . 
Look at the form for employment in the Building Divi -
sion . On the lines belovl, write down four terms you have 
seen on other forms or applications: 
1 . 
2 . 
J . 
4· 
Notice fairly near the top on the right-hand side the 
term 11 Sex - Female Male . a Apparently both women and men 
do building '..rork . Can you think of two jobs women could do 
in a large building? 
1. 
2 . 
The word 11 dependentsn is in capital letters . When one has 
to use a crutch to help him walk he is dependent upon the 
crutch . He uses the crutch for a support. ~fuen an individual 
cannot support himself he is dependent upon someone else . for 
a living . How many people are dependent upon you for 
financial support vJould help determine a fair salary for your 
vmrk . 
In the Building Division apparently ther.e are three 
licensed individuals who h ave to be fully quali .:fied for a 
particular type of work . Can you find them and write them 
down? (Look under the heading .E.9-ucation. ) 
1 . 
2. 
3. 
On the back of the form there are three headings . 
Write them on the following lines: 
1. 
2. 
3. 
The application for employment in the Restaurant 
Division is exactly the same as the Building Division . 
There are three skills mentioned . Can you find and name 
them? (Look under the heading Education . ) 
1 . 
2 . 
WORK E XPERIENCE 
(List in order of l atest employment first) 
Weekly 
Employer From To Position Wage Reason for leaving 
Name 
Address 
Name 
Address 
Name 
Address 
Name 
Address 
HEALTH REC ORD 
Are you now in sound health? Are you collecting disability compensation? From whom? ____ _ 
If you have been hospitalized or attended by a Doctor, explain.---------------------------
To what extent do you use alcoholic beverages? r=:::J None c=J Moderately c=:J Excessively 
How much time have you lost from work due to illness? When? Ailment? _______ _ 
Full name 
PERSONAL REFERENCES 
Address 
(Date) 
Business or occupation 
liprese~lyemployed, why do you desire a change? ______________________________ ~ 
Social Security No. ________________ _ 
Signature of applicant 
JOHN HANCOCK MUTUAL L IFE INSURANCE COMPANY 
Boston, Massachusetts 
APPLICATION FOR EMPLOYMENT 
Restaurant Division Date, ______ _ 
Nam_..:e:...._ __________________________ Date of Birth ______________ Age:__ __ _ 
Last First Middle IF UNDER 21 
Address. ___________________________ Telephone. _________ _ Married 
Single 
Divorced 
Widowed 
Separated 
No. Street City Zone 
DEPENDENTS 
Full name Relationship Age Address 
EDUCATION 
Highest school grade completed Year ______ Cit~--------- Major subject. ______ _ 
Other schoolin From To _____ Subject: _______________ _ 
Are you studying now? If so, what School _______________ _ 
Skills (Cook, Butcher, Baker, etc.) Class. _________ Date ______ _ 
RELATIVES AND FRIENDS EMPLOYED BY JOHN HANCOCK 
Full name Relationship Position held Location 
(over) 
Employer 
Name 
Address 
Name 
Address 
Name 
Address 
Name 
Address 
' 
ERIENCE WORK EXP 
(List in order of lates t employment first) 
I Weekly 
From To Positio 
* 
Wage 
~ 
I 
HEALTH R ECORD 
> 
Are you now in sound health? Are you collecting d 
If you have been hospitalized or attended by a Doctor, expl 
To what extent do you use alcoholic beverages? Non 
How much time have you lost from work due to illness?_ 
is ability compensation? 
Full name 
PERSONAL R 
Address 
a in. 
e r==J Moderately c::=J 
r When? 
,1. 
EFERENCES 
Business 
r 
,I 
Reason for leaving 
From whom? 
Excessively r==l 
Ailment? 
or occu_eation 
Kind of work preferred ___________ To start __ ·t PermanentD 
;rate) (D TemporaryD Other work acceptable? __ 
If presently employed, why do you desire a change? __ _ ' 
•! 
Social Security No. _______________ _ 
Signature of applicant 
II 
INSURANCE COMPANY FORMS 
1/~, f-!,~J 
~,. 
,/ g 
JOBN HANCOCK 
MUTUAL LIFE INSURANCE COMPANY 
CLERICAL 
The clerical application form is much more detailed 
than the Building Division or Restaurant Division forms . 
This is because more skilled work is required in the clerical 
division . There are two way's one may become a skilled worker . 
Education is one way, and on - the-job training is another . 
Today if one shmvs ability and willingness to learn there 
are many companies who give on- the-job training . 
There are four headings in large type . Find them and 
write them on the following lines : 
1 . 
2 . 
J . 
4· 
7 
Notice two addresses are requested,- present address 
and permanent address . Is it possible for these two addresses 
' to be the same? 
In each group, see if you can find two questions you 
Jmow how to answer . Copy the ques-tion, putting it under the 
correct heading below. Remember, only questions you know 
hov.r to answer! 
GROUP I - -PERSONAL QUESTIONS AT TOP OF FORM 
1. 
2. 
GROUP II- -EDUCATION 
1 . 
2. 
GROUP III -ARMED FORCES SERVICE RECORD 
1. 
2. 
GROUP IV - BUSINESS SKILLS AND FORMER EJVIPLOYNENT 
1 . 
2 . 
GROUP V - -PERSONAL REFERENCES 
1 . 
2 . 
File--------------
JUMl'i MAl'i\...U\....1\.. lVIU 1 UAL L lt'J:.. H~;::,UKAl'i\...r~ \...UlV!rJUII I 
BOSTON, MASSACHUSETTS 
APPLICATION FOR EMPLOYMENT Date-------------------------
NAME___ --~(LA __ S_T~)-------------------(~F-IR_S_T) _________________ (~M-I_O_D_L_E7) _________ pHONE NO. ___________________ __ KIND OF WORK PREFERRED•--------------------------------------------------
PRESENT ADDRESS•------------~----~------------------------~--~--------------------------~--~------------
(sTREET) (CITY) (STATE) 
OTHER KINDS OF WORK FOR Y./HICH YOU ARE QUALIFiED ___________ __ 
PERMANENT ADDRESS'----------~----~------------------------~--~-------------------------~----~------------
(sTREET) (CITY) (STATE) 
HEIG HT ____________ WEIG HT ____________ .. Ex________ ____ AG WF u ND"E:R 2"1 DATE OF BIRTH ______________ ~------~ 
(MONTH) (DAY) (YEAr<) 
WHEN CAN YOU BEGIN WORK7 
51 NGL,_ _________ MARRI ED __________ WI OOWED·---------DIVORCED __________ SEPARATED•------ ENGAGED BEGINNING SALARY EXPECTED ____________________________________________ __ 
LIVE WITH PARENTS 0 BOARD 0 OWN HOME 0 RE•H 0 PERIOD OF EMPLOYMENT DESIRED: PERMANENT 0 TEMPORARY 0 PART TIME 0 
NAME OF FATHER_ _______________________ _ OCCUPATION _____________________________________ __ IN CASE OF ACCIDENT, NOTiFY _______________________________________ ~----------
(RELATIONSHIP) 
NAME OF MOTHE.._ ______________________ __ __________ OCCUPATION __________ __ ADDRESS·---(;-5-T_R_E-ET~) ----------;-(C_I_TY--,-) ----------c(S_T_A_T_E7) ___ PHON E NO., _______________ __ 
NAME OF HUSBAND OR WIFE_ _____________________________ ,OCCUPATION ___________________________________________ __ SCCI AL SECUR lTV NUMBER ____________________________________________________ _ 
EDUCATION 
----
SCHOOL OR COLLEGE NAME LOCATION FROM YEAR TO YEAR 
GRADUATED MAJOR COURSE DEGREE INDICATE YOUR MARK ("t"ES) OR (NO) HONORS? AVERAGE? POOR? 
HIGH OR PRE?. SCHOOL 
COLLEGE OR UNIV. 
------- I BUSINESS COLLEGE OR OTHER TRAINING 
ARE YOU STUDYING NOW?--------------'VVHERE?'--------------------------------------------------------------- WHAT SUBJECTS? 
DO YOU PLAN TO STUDY FURTHER?-------
WHERE? ________________________________________________________ ~/HAT SUBJECTS? ____________________________________________________________ __ 
BUSINESS EXPERIENCE (MOST RECENT POSITION FIRST) 
FROM TO SALARY 
NAME OF COMPANY ADDRESS POSITION AND DUTIES -------- PERSON TO WHOM REASON FOR LEAVING (STREET AND CITY) MO./YR. MO./YR. MIN. MAX. YOU WERE RESPONSIBLE 
-------- ----
-------· ---- ----
---- ------ ---- -----
----- ----
I 
ARMED FORCES SERVICE RECORD 
WERE YOU A MEMBER OF THE ARMED FORCES OF THE UNITED STATES? YES 0 NO 0 IF SO, IN WHAT BAANCH OF SERVICE? 
DATES OF ACTIVE SERVICE: FROMI _________________________ TO•-------------------------- RANK' ENTERED AS -----------------------------DISCHARGED AS ____________________________ ___ 
MO. DAY YR. MO. DAY YR. 
INDUCTED WHERE?'-------------------------------------------------------------------------DISCHARGED WHERE? ______________________________________________________________________ __ 
TRAININa SCH~ ATTENDED WHILE IN SERVICE---------------------------------------------------------------------------------------------------------------------------------------------
ARE YOU A MEMBER OF ANY ACTIVE RESERVE UNIT? YES 0 NO 0 IF SO, VVHAT UNIT?·-----------~----------------------------------------------------~WHAT RANK?'--------------------
Form 1006 Ed. 1-111 Printed in U.S.A. 
JOHN HANCOCK MUTUAL LIFE INSURANCE COMPANY 
File-------------- BOSTON, MASSACHUSETTS 
APPLICATION FOR EMPLOYMENT Date-------------
NAME.__ ---~--~----------------~~-- ----------------~----~---------'PHONE NO. (LAST) (FIRST ) ( MIDDLE) 
Kl NO OF WORK PREFERRED•---------------------------------------------------
PRESENT ADDRESS ____________ ~(~S-T-R-EET~)c-------------------------(~C-IT-Y~)--------------------------7(S_T_A_T_E7)----------- OTHER KINDS OF WORI< FOR Y./HICH YOU ARE QUALIFiED ____________ __ 
PERMANENT ADDRESS __________ (~S-T_R_E_ET_)~------------------------(~C-ITY~)~---
(STATE) 
HEIGHT _______ WEIGHT ______ _,.Ex.__ _____ A G fF UND"E:R 
2
.
1 
DATE OF BIRTH~----~--------~-----
(MONTH) (DAY) (YEAA) 
WHEN CAN YOU BEGIN WORK7 
S lNG L..__ _________ MARRIED __________ WI DOWED•----------DIVORCED•----------SEPARATEO _____ _ ENGAGED BEGINNING SALARY EXPECTED _________________________________________________ __ 
LIVE WITH PARENTS 0 BOARD 0 OWN HOME 0 REtH 0 PERIOD OF EMPLOYMENT DESI RED: PERMANENT 0 TEMPORARY 0 P A RT TIME 0 
NAME OF F ATHE"---------------------------- OCCUPATION ____________ _ _______________________ __ IN CASE OF ACCIDENT, NOTIFY _______________________________________ ~--------~ 
(R ELATIONSHIP) 
NAME OF MOTHEIL----------------------- _________ OCCUPATION __________ _ ADDRESS------------------~------------
(STREET) (CITY) 
~--~---'PHONE NO, ________________ __ 
(STATE) 
NAME OF HUSBAND OR \\IIF..__ __________________________ ~OCCUPATION ___________________________________________ _ SOCIAL SECURITY NUMBER ____________________________________________________ _ 
EDUCATION 
---- I SCHOOL OR COLLEGE NAME LOCATION FROM YEAR TO YEAR GRADUATED MAJOR COURSE DEGREE INDICATE YOUR MARK (YES) OR (NO) H O NORS ? AVERAGE? POOR7 
HIGH OR PRE?. SCHOOL 
COLLEGE OR UNIV. 
BUSINESS COLLEGE OR I O THER TRAINING 
ARE YOU STUDYING NOWJ _____________ WHERE7·--------------------------------------------------------------- WHAT SUBJECTS? 
DO YOU PLAN TO STUDY FURTHER?------------ WHERE?·------------------------------------------------------· WHAT SUBJECTS? 
BUSINESS EXPERIENCE (MOST RECENT POSITION FI RST) 
FROM TO SALARY 
NAME OF COMPANY ADDRESS POSITION AND DUTIES ----------- P EPSON TO WHOM REASON FOR LEAVING (STREET AND CITY) 
MO./YR. MO./YR. MIN. MAX. YOU WERE RESPONSIBLE 
------- ------- -------
~ 
--------------- -------
-------- ---- ------- -------
------- ------- -------
I 
ARMED FORCES SERVICE RECORD 
WERE YOU A MEMBER OF THE ARMED FORCES OF THE UNITED STATES? YES 0 NO 0 IF SO, IN WHAT BRANCH OF SERV ICE? 
DATES OF ACTIVE SERVICE: FROM __________________________ TO·-------------------------- RANK ' ENTERED AS•-------------------------------------DISCHARGED AS---------------------------------
MO. DAY YR. MO. DAY YR. 
INOUcr-~ WHERE7 ______________________________________________________________________________ DISCHARGED WHERE7·---------------------------------------------------------------------------
TRAININQ SCH~ ATTENDED l!IHILE IN SERVICE_ ___________________________________________________________________________________________________________________________________________ __ 
ARE YOU A MEMBER OF ANY ACTIVE RESERVE UNIT? YES 0 NO 0 IF SO, WHAT UNIT1'---------------------------------------------------------------------•WHAT RANK1-------------------------
INSURANCE COl1PANY APPLICATION 
(John Hancock Mutual Life Insurance Company) 
Building and Restaurant Employment 
(Teacher Suggestions) 
I. Introduction 
A. Ask students if they know the names of any 
insurance companies 
B. Find out if any have friends or relatives 
working for an insurance company 
C. Explain that some companies have branches 
throughout the country, and the forms about 
to be studied are from the main office of a 
nation-wide insurance company 
D. Explain that the employment application forms 
are divided into three divisions: 
1. Building 
2. Restaur~t 
3. Clerical 
II. Reasons for filling out form 
A. Company requirement 
B. Have students discuss and list qualities they 
consider essential for a janitor, elevator 
operator, fireman, electrician, waitress, cook, 
dish-washer, food server in a big company 
C. Bring out that filling out application forms 
enables company to have a permanent record of 
one's qualifications 
D. Explain that if a form is carefully read it 
usually has a few hints of what the company 
expects of its employees by the questions asked. 
For example, on forms about to be studied: 
· ,..( '~·lr ' 
.J,..#~ ·' 
IH.1 
1 . Highest school grade completed 
2 . Licenses 
3. To what extent do you use alcoholic 
beverages? 
III . Observation of forms 
A. Terminology 
1. Have students check terms they recognize 
2 . Have students list all terms on front 
of form they are not sure about . Later 
include those terms for class discussion 
and reference work 
3. Have students check exact meaning of 
following terms with help of dictionary: 
a. Dependents 
b . Relationship 
c . Major , or subject 
d. Licenses 
e. Completed 
f . Location 
B. Locate terms on forms 
1 . Students may like to observe and comment 
on entire form 
~1")1 
2 . Health record will probably bring forth 
interesting comments in view of questions asked 
3. Have students point out value of such questions 
as far as employer is concerned 4. Be sure students can locate terms listed 
under A. 3, above 
c.· Suggested terms all should recognize: 
1 . Name 
2 . Date of birth 
3. Address 
4. Height 
(in ft . and in . ) 
~ - Weight in lbs . 
6 . Dependents 
? . Completed 
8. Relationship 
9. Major subject 
lO . License 
ll.Zone 
D. Practice recognition of terms 
1 . Have teacher call out familiar terms 
for students to locate quickly 
r
' '111-
!Boston Universi~ \ :1 
~Bchool of Educati on 
Library: 
J 
2 . Locate terms listed above and those 
suggested under A. 3 
3. Use terms in conversation 
4· Use terms in English assignments 
IV . Actual filling out of for.m (front side only) 
il02 
(Explain that for school purposes --assuming student 
will be in school for at least one more year -- the 
front of form is all that is required . When this 
has been satisfactorily completed, those who wish 
may complete form for practice in spare time) 
A. Writing or printing 
1 . Notice no specific directions are given 
2 . Have students justify whatever choice is made 
B. Amount of space allowed for each item 
1 . Ample room is given 
2. Student might prefer t o abb r eviate s ome 
items. Have student indicate those he 
might abbreviate 
3. Indicate terms that would be permissible 
to abbreviate : 
a. Month 
b . Feet, inches 
c . Telephone exchange 
C. Directions on forms 
1 . Student should note there are no directions 
on front of application and only one on back 
D. Practice filling out forms 
1. For accuracy 
2 . For legibility 
3. For comprehension 
4. For reasonable speed 
V. Furtbe r ac ti vi ties 
A. If possible, visit large insurance company and 
observe possible jobs within building and cafeteria 
B. Observe the procedure necessary to obtain 
an application form 
C. Practice interviews using terms and questions 
on forms 
• f. '}.") / "I> 
• ...,_ •. v 'J 
INSURANCE COMPANY APPLICATION 
(John Hancock Mutual Life Insurance Company) 
Clerical Employment 
(Teacher Suggestions) 
I . Introduction 
A. Teacher should explain this is the third type 
of employment form used in John Hancock Mutual 
Life Insurance Company 
B. Teacher should ask students to comment briefly 
on any differences in the form from Building 
and Restaurant employment forms 
1 . Color 
2 . More information required 
3. Terminology varies slightly 
II. Reason for filling out form 
A. Ask students to give reasons 
B. The following reasons might be pointed out: 
1 . A time - saving device. If information 
on form makes favorable impression 
chances of interview are good. If not 
opportunity for interview is slight 
2 . Opportunity for applicant to demonstrate 
his reading and writing skills 
III . Observation of form 
A. Terminology 
1 . Note there is greater detail of terminology 
but much of it should be familiar to students . 
Have them put a checkmark over terms they 
recognize 
2 . Bring to students' attention that form 
appears to fall into about six divisions: 
/o I 
I J 
a . Personal data 
b . Education 
c. Business experience 
d . Armed Forces service record 
e . Business skills 
f. Personal references 
3. Be sure students are given opportunity to 
ask questions about and look up following: 
a . Work preferred 
b . Present address 
c . Permanent address 
d . Qualified 
e . Period of employment desired 
f. Temporary 
g. Notify in case of accident 
B. Locate terms on form 
1 . Those previously listed 
2 . Ones students are familiar with 
3. Have students drill each other 
C. Suggested terms all should recognize 
1. Name 5. Work preferred 
2 . Birthdate 6 . Qualified 
3. Permanent address 7. Period of employment 4. }lisrepresentation 8. Case of accident notify 
D. Practice word recognition by: 
1 . Quiz games students make up themselves 
2 . Rapid oral drill, dividing group into 
teams, if possible 
3. Crossword puzzles using terminology studied 4. Using terms in English assignments 
IV . Actual filling out of form 
A. Writing or printing . 
1 . Whichever is most legible for student 
B. Amount of space for each item 
1 . Some abbreviations will be necessary: 
a . Weight c . Sex 
b . Height d . Month, year 
C. Directions on card 
1. Directions are given for following: 
a. Business experience 
b. Business skills' (to be checked) 
c. Personal references 
D. Practice filling out form for: 
1. Accuracy 
2. Legibility 
3. Comprehension 4. Reasonable speed 
V. Further activities 
A. Team competition in filling out forms drawn 
on blackboard 
B. Visit a concern where some of business skills 
listed are used 
c. Oral interviews using terminology studied 
I 6. 
~Q.I\ "S•"( 
I ') 
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HOTEL EMPLOYMENT FORM 
In big hotels where many 
people stay there is need for 
many workers. Both men and women 
are employed in hotels. Me als 
are usually served in hotels. 
Most hotels have barber shops 
for men and beauty parlors for 
women. The rooms have to be 
cleaned and luggage carried to and from rooms. Besides all 
these jobs the hotel has a switchboard for telephones, mail 
to be put into boxes and clerks to take care of the office 
work. On the lines below, write three jobs you think women 
could do in a hotel: 
1. 
2. 
3. 
Nmv write three jobs you think men could do in a hotel: 
1. 
2. 
3. 
The application form in your workbook is one used 
by a large hotel in Boston, Massachusetts. Look at the 
application and list ten terms or phrases you recognize 
and have seen on other forms: 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. ________________________________ __ 
--.__/ 
APPLICATION FOR EMPLOYMENT 
R29-1 F4008 Date. I 
Position Applied For. 
Wages or 
. Salary Desired .. 
Name ... . Social Security No. 
PLEASE PRINT NAME IN FULL 
Address. Telephone No .. 
STREET CITY STATE 
Height Weight Sex Age Date of Birth Color of Citizenship: 
Hair Eyes 
.c 't 
I 
American .. .. 
Month - Day - Year Alien D 
Marital Status: Dependents: If Married Woman, Give: 
Husband .... 
Single. Widowed .. .. 
or Wife. 
Maiden Name .. . . .. 
Married Separated No. Children Husband's Name .. .. .. 
Divorced Others ... 
Education: 1 
Elementary School Years, High School. . . Years, Graduate: Yes 0 No 0 
I College: Name. . . .Course. . . . . . . . . Years. To.. .Degree. 
I Other, including Home Study (Show Course and Years) 
Name of Employer Addreu From (date) I To (date) Your Position Pay 
LAST 
BEFORE THAT 
I 
BEFORE THAT 
BEFORE THAT 
If you have changed your name since leaving any of the above, state name under which you worked and indicate employer. 
Why did you leave your last position? 
Active Military Service: 
Branch of Service. Date of Entry . . Date of Separation Rank . 
Draft Status. . Active Reservist: Yes. No .. Member National Guard1 Yes .. No 
I hereby authorize investigation of all statements contained in this application. I hereby affirm that the statements made in this application are true 
and understand that misrepresentation or omission of facts called for in this form is cause for separation from the service of the company. 
Applicant's Signature 
In case of emergency, notify: 
NAME 
Interviewer's Comments: 
If 
ADDRESS AND TELEPHONE NUMBER 
To be completed by Department Head: 
Position .. 
Department 
Replacing. 
If Additional Employee: Authorized by . 
Report to work on .. 
Clock Number. 
Wage. Room. 
RELATIONSHIP 
. at. . A.M. or P.M . 
Locker Number 
.. Meals. 
SIGNATURE OF DEPARTMENT HEAD 
...._, 
til 
0 
tiJ 
t'i 
t;rj 
:s:: 
~ 
~ 
~ 
t-3 
> 
f-d 
1-d 
t'i 
H 
0 
> 
t-3 
H 
~ 
.. It 
·~ 
.... "' 
""'""' to 
" ~
~ 
!l,l(} 
HOTEL EMPLOYMENT APPLICATION 
(Teacher Suggestions) 
I . Introduction 
A. Ask students if they have ever visited a large 
hotel . Try to bring out what job opportunities 
were observed 
B. Request students to name kinds of jobs they think 
would have to be done in a hotel: 
1. ~eds made, rooms cleaned 
2 . Rubbish removed, floor swept 
3. Cooks, dishwasher 4. Bell boys, doormen 
5. Waitresses, hostesses, waiters 
6 . Window washers 
7. Clerks 
and others 
C. Have students state what they think the necessary 
procedure would be to obtain a job in a hotel 
II . Reasons for filling out application 
A. See if students can give some reasons 
B. Be sure students understand the following: 
1. Applications are usually required 
2 . Application saves time of individual 
who hires worker 
3. Gives employer a permanent record he 
maY refer to 
III. Observation of application 
A. Terminology 
1 . Have students quickly che ck terms they 
recognize 
2 . Have students list terms. they are not sure of 
3 . Go over terms students are not sure about 
giving them opportunity to do researc~ 4. Be sure students comprehend the following: 
J(f.l 
a. Citizenship 
b. Alien 
c • Home study 
d. Authorize 
e . Employer 
f. Emergency 
g. Draft status 
h . Affirm, misrepre-
sentation, omission 
B. Locate terms on application 
1 . Have students find terms themselves, 
helping each other if necessary 
2 . Have someone call terms for entire 
class to find 
3. Time students to see if t hey are gaining 
in their ability to locate terms 
C. Suggested terms all should recognize: 
1 . Position 
2. Name 
3. Wages -- salary 4. Marital status 
5. Education 
6. Employer 
7. Draft status 
8. Applicant's signature 
9 . In case of emergency 
notify 
D. Practice recognition of terms 
1 . Oral drill on meanings of terms 
2 . Oral quizzes given by students using terms 
3. Use terms in English assignments, 
writing, spelling, etc . 
4. Have students construct Bingo cards with 
terms on them 
\ 
IV. Actual filling out form (part outlined in red) 
A. All students should do the outlined part . 
The rest may be attempted if student has 
shown satisfactory results in teacher's opinion 
B. Writing or printing 
1 . Directions are given. Have students find them 
a. Please print name 
2 . Have student decide whether he will continue 
with printing or writing . Emphasize 
legibility and ease 
C. Amount of space allo"Hed for each item 
I I 
1. Have students study form to notice whether 
abbreviations would be advisable. If so , 
which ones? 
2 . Review needed abbreviations: 
a . Height in feet and inches 
( ft • in • I I 1 ) 
b . Weight in pounds (lbs . ) 
c. Date - month, year 
d . Telephone excpange· 
D. Directions on form 
1 . Only one specific direction given . Have 
students find it 
a . Please print name 
E . Practice filling out form 
1 . For accuracy 
2 . For legibility 
J . For comprehension 4. For reasonable speed 
v. Further activities 
A. Visit large hotel to observe number and kind 
of employees 
B. Practice oral interview using terms on form 
C. Have students make up their own tests to be 
given to class 
IIV 
BUS COMPANY APPLICATION 
'J~I'JJJJ 
.5CHOOL 15115 
Suppose you were born February 5, 1940. You want to be 
a bus driver. Or perhaps you would rather wait on table in 
the restaurant at the bus terminal. Four years ago you lived 
at 35 West Boulevard, in San Francisco, California. Since 
then you have lived at your present address with your parents. 
Your father is a fireman. You have completed elementary school 
and the second year of high school. During the summer you work 
at a Howard Johnson restaurant. Your Social Security No. is 
401325. 
With the above information, and your own thinking, fill 
in the follo-vling: 
Date of application Social 
Security 
Position applied for Number 
Print name 
last name first middle 
Present address 
no. street city zone state 
Phone no. 
List previous a ddresses during last five years: 
Married 
--------------------
Single 
Father 
----~~-------------------full name occupation age 
Mother 
---------------------------------------------------------
School 
name of school place 
From To No . Yrs. Graduated 
Color of eyes Color of hair 
------------------
Name of former employer ---------------------------------------
Address 
Your position 
---------------------
Monthly salary 
If you have filled in these accurately, you have done 
a good job. These are items on a Greyhound Bus Company 
application form. 
I .f-. 
( 
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P·!S Printed In U. S. A. GREYHOUND PRE-EMPLOYMENT APPLICATION 
PHONE NO. DATIE 
PltiNT LAST NAMa Pltt•T WIDOL. 195 
ADDRESS POSITION DESrRib I:CCEPT. SALARY 
P'OP( INTERVIEWER 
td 
c:j 
(/) 
MARITAL STATUS NO. CMILDttaN SEX AGE BIRTHOATE HEIGHT WEIGHT COLOR OF EYES COLOR OP' HAIR SELECTIVE SERVICE STATUS 
MARRIED 0 DIVORCED 0 MO. DAY r ...MALE D 
SINGLE D WIDOWED 0 FEMALE 0 
SEPAIItATED 0 P'T, IN, LBS 
SCHOOL NAME OF SCHOOL PLACE NO, YEARS GRADUATED? MAJOR DEGREES 
HIGH 
SCHOOL 
0 
0 
":o::l ::s: 
0 1-d 
::tJ ~ 
~ kl ~ :r> 
OTHER 1-d 
txJ 1-d 
::s: t-1 
1-d H 
t-1 0 
0 :r> 
MONTHU FROM TO REASON FOR 
N A ME OF P'ORMER EMPLOYER ADD RIESS YOUR POSITION SALARY MO. Yft. MO. YR. LEAVING SERVICE 
~ 1-3 H 0 
(/) ~ 
":o::l 
0 
::u 
~ 
SPECIAL SKILLS &: QUALIFICATIONS: 
!!a--
._ 
f.; I 
·'\ 
P-1 
Printed in U. S. A. FOR OFFICE USE 
Greyhound TIME EMPL. DATE M DEPT. tJj c::: "(/) 
0 
COMPANY 
LOC. 0 
APPLICATION FOR EMPLOYMENT POS. 
TITLE 
POSITION APPLIED FOR DATE OF APPLICATION I :ATE OF PAY POS. 
NO. 
' 195 NEW EMPLOYEE 0 RE-EMPLOYED 0 
t::J ::s: 
:::0 1-t:J 
H ~ ;3 1-<j 
:::0 ~ 
SIGNATURE OF EMPLOYING OFFICER 
1-t:J 
'"U 
PRINT NAME SOC. SEC. NO, 0 t-1 
1-t:J H 
TITL£ 
LA!j:T NAME FIRST MIDDLE 
PRESENT ADDRESS PHONE NO. 
HOW LONG A 
RESIDENT AT 
THIS 
t?;j 0 
~ ~ 1-3 
1-3 H 
0 0 
:::0 2: 
NO. STREET CITY ZONE STATE ADDRESS? 1-:9 
LIST PREVIOUS ADDRESSES DURING LAST 5 YEARS (IF SPACE BELOW IS INSUFFICIENT. CONTINUE ON SEPARATE SHEET), FROM (MONTH 8r YIEAR) TO (MONTH e. YEAR) 0 
~ 
4 MARRIED 0 DIVORCED 0 NO. OP' DEPENDENTS SEX AGE BIRTHDATE HEIGHT WEIGHT COLOR OF EYES COLOR UF HAl R 
SINGLE 0 WIDOW£0 0 CHOLo•••1•••••n I OT••• MO. rAY 'YR. MALE 0 
SEPARATED 0 FEMALE 0 FT. IN. LBS, 
VISIBLE MARKS OF IDENTIFICATION OR DEFORMITY rF YOU WORKED FOR GREYHOUND UNDER DIFFERENT NAME, WHAT WAS IT? I'F MARRIED WOMAN, SHOW MAIDEN NAME 
FULL NAME AGE OCCUPATION ADDRESS (IF IN THE UNITED STATES 
WIFE OR 
HUSBAND 
... 
CHILDREN 
P'ATHIER 
MOTHER 
IF PARENTS NOT RELATIONSHIP 
LIVING, NEAREST 
RELATIVE 
SHOW TWO 
PERSONS TO BE 
NOTIP"IED IN CAS 
OF EMERGENCY 
SCHOOL NAME OF SCHOOL PLACE FROM TO NO. VRS. RADUATEO MAJOR SUBJECT DEGREES 
ELEMENTARY 
HIGH 
COLLEGE OR 
UNIVERSITY 
OTHER: 
SPECIAL SKILLS OR QUALIFICATIONS 
.,. 
"' 
ARE YOU A BRANCH OF SERVICE RANK AT DISCHARGE DATE ENTERED DATE DISCHARGED 
CITIZEN u.s. 
OF U. S. A,? MILITARY 
YES 0 SERVICE STATUS 
TYPE OF DISCHARGE STATUS IN ORGANIZED RESERVE SELECTIVE SERVICE STATUS 
NO 0 
PERSONS IN NAME POSITION WHERE EMPLOYED 
HOW LONG 
GREYHOUND ACQUAINTED 
FRIEND, RELATIVE, ETC. 
EMPLOY WITH 
WHOM YOU ARE 
ACQUAINTED OR 
RELATEO 
10 IF YOU WERE COMPANY DEPT. LOCATION POSITION FROM TO REASON F"OR LEAVING SE,_VICE 
EMPLOYED BY 
GREYHOUND 
BEFORE, SHOW 
·'-" .. ' 
•117 
BUS COMPANY APPLICATION FORM 
ALL EivJ:PLOYEES 
(Teacher Suggestions) 
I . Introduction 
A. Ask how many students have visited large bus 
terminals. Find out what employees they noticed 
in terminal . Guide the discussion to observation 
of different types of jobs such as : 
1 . Porters 
2 . Cafeteria help 
3. Maintenance men and women 
4· Drivers of buses 
5. Ticket agents 
B. Show students form in workbook and explain it is 
one type of appli cation used in Greyhound station 
in a large New England city 
II. Reasons for filling out application 
A. Indicates applicant ' s interest in job 
1 . His willingness to do so is evidence 
of his desire to work 
2 . Applicant feels qualified to do the work 
3. Work does not require residence away from 
employee ' s home 
B. Most employers request application form 
be filled out : 
1 . To have record of applicant's education 
2 . To have record of previous employment 
3. To obtain list of references 
4. One means of judging employee's reading 
and writing ability, as well as his 
ability to think 
III . Observation of application form 
A. Terminology 
;,, 
1 . Have students quickly check terms 
they recognize 
2 . Have class discussion and reference 
work about following terms: 
a . Marital f. Degrees 
b . Status g. Special skills 
c . Widowed h . Employer 
d . Selective i . Former 
e . Major j • Position 
B. Locate terms on form 
1 . Have students locate rapidly all 
familiar terms called by teacher 
2. Have students locate terms listed above 
J . Have students test each other in 
their own way 
C. Suggested terms all should recognize 
1 . Marital status 
2 . Birthdate 
J . Height 
4· Weight 
5. Major 
6 . Former employer 
7 . Color of eyes 
8. Color of hair 
9 . Special skills 
D. Practice word recognition 
1 . Through conversation 
2 . Spelling assignments 
J . Oral competition 4. Written competition 
IV. Actual filling out of application 
A. Writing or printing 
1 . Print name as directed 
2 . Continue with method most legible 
for student 
B. Amount of space for each item 
1 . Note use of for check marks 
2 . Use of abbreviations 
a. Days 
b . Months 
C. Directions 
1 . Given for name only 
D. Practice filling out form 
1 . For accuracy 
2 . For legibility 
3. For comprehension 
4. For reasonable speed 
V. Further activities 
A. Visit bus station to notice jobs which might 
have been missed on a previous visit 
B. Have students make their own application 
forms 
C. Practice interviews using terminology found 
on form 
D. Use terms in sentences 
E . Have students make up quiz programs on 
all terms studied so far 
BUS COMPANY APPLICATION FORM 
DRIVER - OPERATOR 
(Teacher Suggestions) 
I . Introduction 
A. Teacher should explain that thl.s form is one 
kind a bus driver might have to fill out in 
addition to pre-employment form 
II . Reason for filling out form 
A. Company requirement 
B. Ask students to give other reasons that would 
be applicable 
1 . Serves as a re cord 
2 . Lists references 
3. Opportunity to observe skill of individual 
to fill it out 
III . Observation of form 
A. Terminology 
1 . Have students look for familiar terms 
2 . Have students check similarity of terms 
found on pre - employment form 
3. Students should be interested in 
difference in size and texture of form, 
and additional information desired 
B. Locate terms on form 
1 . Familiar terms first called out 
possibly by student 
2 . Point out terms that might be of particular 
interest to students: 
a . Citizen of U.S . 
b . Person in Greyhound employ with 
whom you are acquainted or related 
c . Two persons to be notified in case 
of emergency 
C. Suggested terms all should recognize 
1 . Same as those on pre-employment form 
2 . Abbreviations should be noticed 
a. Feet (ft .) 
b . Inches (in.) 
D. Practice word recognition 
1 . Have students find terms on form as 
teacher calls them out 
2. Have students drill each other 
3 . Use terms in English lessons and conversations 
IV . Actual filling out of application 
A. Writing or printing 
1 . Follow directions as given on form 
a . Students should look for directions . 
If there are none, ask students 
which would be best to use 
b . Emphasize importance of neatness 
and legibility 
B. Amount of space for each ~tem 
1 . Have students decide where abbreviations 
should be used 
2 . Ask students to indicate type of abbreviation 
they would use for: 
a . Day 
b . Month 
c.. Year 
d. Titles 
c. Directions 
1 . Students should find and read them 
2 . Apply to name 
3. Explain meaning of .term "list" 
D. Practice filling out form 
1. For accuracy 
2._For ' legibility 
3. For comprehension 
4· For reasonable speed 
l")../ 
V. Further activities 
A. Visit bus station before filling out form 
B. Have students list jobs they think they could 
do in a bus station 
C. Ask students to list qualities they think a 
good bus driver should have 
D. Have interviews using terminology found on 
both pre-employment form and driver 
application 
7/2/21 
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POLICEMAN - FIREK~ 
APPLICATION 
-
' 
Probably most boys have had hopes of being either a 
policeman or fireman . Even adults rush to watch a fire - truck 
go by when the alarm sounds ! When we hear the police siren 
He watch eagerly to find out why the police are being called . 
Both jobs appear exciting . 
Though the work may apnear to be exciting, there is 
more to it. To be a policeman or fireman individuals have 
to apply to the city or tovm where they wish to work . Each 
city and town has its own rules about applying for the work 
of policeman or fireman . 
The application form in the workbook is for either a 
.:l 
policeman or a fireman. It is the form used in a city near 
Boston. All individuals who wish to be a policeman or 
fireman must fill out this application. Do not let the 
number of pages discourage you! There vdll be terms on it 
you already know . 
Before it is filled out, you should know these musts: 
I . Applicants must be citizens of United States 
2 . Applicants must have lived in the state 
for at least one year 
3. Applicants must have lived in city in 
which they wish to work for at least 
six months 
This is just the beginning. The application is the 
first step. Next the application form will be studied and 
you will be told later, by mail, where to take your examina-
tion (test) for a policeman or firemanl You will have to 
study . There are special books called "handbooks 11 for 
firemen and policemen which people study when they are going 
to take the examination. You will have to have another type 
of examination, too . A physical examination. This is about 
your health and strength. If you pass both examinations your 
name will be put on a list . From this list of names, indi-
viduals are chosen for the job . 
From the terms listed on the left side of the page, 
copy the ones you recognize on the blanks at the right. Put 
them down in any order you wish • 
1 . Middle name 
2 . Mailing address 
3. Place of your birth 
4. Domicile address 
5. Citizen of United 
6 . Date of your birth 
7. Marital status 
8. Elementary school 
9 . Salary 
lO .Employed 
ll . Occupation 
12 .Education 
States 
See if you can find the terms on the application form . 
Those you do not know will be there, too! See if you can 
find them all l 
Form No. 1. 1 OOM-8-57 -920946 
DIVISION OF CIVIL SERVICE 
STATE HOUSE, BOSTON 33 
APPUCATION PAPER 
OFFICIAL SERVICE 
General Directions 
Applicants must be citizens of the United States who have domiciled in the Commonwealth for one year next preceding date of filin~ appli· 
cation. Applicants for the service of a city must also have domiciled in the city in which they seek service for six months next precedmg the 
date of filing application. 
"Domicile" is that place where a man has his true, fixed and permanent home and principal establishment, and to which whenever he is absent •he has 
the intention of returning. 
Any false statement made in this application or a:ny false certificate or voucher which may accompany same is good cause for exclusion from 
the eligible list or discharge from service after appointment. 
Applicants are allowed to take examinations, and applications may be accepted subject to later review. After examinations are held, if it 
appears that the applicants do not meet the minimum requirements for the position as set forth in the poster, their applications will be rejected 
and the applicants notified. 
A Veteran must exhibit an honorable discharge or release from service. Honorable discharge or release must show date of entry into armed 
forces, place of entry, and date and place of discharge. 
NOTIFY DIVISION OF CIVIL SERVICE IN WRITING OF ANY CHANGE OF PERMANENT ADDRESS. 
Deliver or send application paper to the Division of Civil Service, State House, Boston (33) , Mass. 
Applicants will be notified of the time and place of examination. 
An applicant for a position where an age limit is established by the Rules must file with his application a correct certificate of his date of 
birth, UNLESS one has been filed with a previous application. 
A call fireman or a substitute call fireman applying for the permanent or call fire service who, under the Rules, deducts from his actual age 
any time during which he has served as such must furnish from the head of the Fire Department such certificates regarding his service as call man 
or call substitute as the Director shall require. 
A persoo, whose name is on an existing eligible list may apply for and take a new examination for the same service if a new examination 
is held during his period of eligibility. 
Applicants who are naturalized citizens or became citizens when minors through naturalization of parents must exhibit naturalization papers 
unless they were exhibited on or after March, 1955. 
You win not be entitled to appear at the next examination unless your application is on file within the time limit 
stated on the poster announcing the examination. 
APPLICATION 
Each question must be answered. Use ink or typewriter. 
Position for which application is made ................................................................................................................ ~ ........................................................................................ .. 
(Use title as it appears on poster, and department, if stated on poster.) 
Jn the service of ...................................................................................................................................................... ........................................................................................... .. 
(If position is in the State service write "State"; if in a city or town write the name of it; if for both, write State and the name of the city or town. ) 
I. N arne ................................................................................................................................................................................................................................................................. .. 
Print First Middle Last Name 
2. Social Security Number ............................................................................................................................ .................................................................................................... .. 
3. (a) Mailing Address ............................................... - ................................................................... - ............................................................................................................. .. 
Number Street City or Town 
(b) Domicile Address ................................................................................................................................................................................................................................... .. 
Number Street City or Town 
(Domicile is that place where you have a true, fixed and 
permanent home and principal establishment and to which 
whenever you are absent you have the intention of returning.) 
4. Have you been domiciled in Massachusetts for one year next pre-
ceding date of filing application? ............................................................. . 
Yes or No 
5. Have you been domiciled in the city or town in whic_h you seek 
service for six months next preceding date of filing application? 
VPc: nr Nn 
10. Are you a citizen of the United States? .................... .......................... .. 
Yes or No 
(If you are a naturalized citizen, give date, place and 
court of naturalization; if one of your parents was 
naturalized during your minority, give name of parent 
and date, place and court of naturalizatfon.) 
Date Place Court of Naturalization 
t.,ourr rtouse, 1\oston . l'auure to answer rnts ques-
tion fully may result in cancellation of your appli-
cation. 
Date Place Offense 
(.Disposition) 
Penalty 
14 . Have you ever heen employed hy any city, 
state or county or by the United States? 
If "Yes", state: 
A. By whom employed? _ 
B. When? ________ _ 
town, 
Yes or No 
C. \.Yhere? _______ -··----·---·----- ·-----·---------·-------· -------·-·----------------------------------------
D. Under what title? . ---· ·---- ··-- ------------------- -----------·----------------------------------
E. Were you dismissed or demoted? 
Yes or No 
If "Yes", why? __ --------·-----·-----------------·----------------
F. Did you resign ? 
Yes or No 
If you resigned , were charges pending against you? 
Yes or No 
State nature of charges ·--------- .-----------·----·--·--·-------------------------------------
G. What was the nature of the work performed by you during 
such employment? -·---- __ ---------------------------------------------------------------------
15. Have }'Oliever before applied or been examined for 
Massachusetts Civil Service (S tate, city or town)? 
Yes or No 
If "Yes", state when , where, and for what service 
What is your present occupation? -------------------------------------------------------· ----
Will you accept temporary work? 
Yes or No 
17. H you wish to claim preference as a veteran answer 
all of the following questions: 
Have you ever served in the armed forces of the 
United States in time of " ·ar or insurrection? 
A. Place of Entry into Service .. _ ·-·- _ ·- .. 
Yes or No 
Branch of Service ___ ----------·----···-- _ _ _____ ---·-- --- · -----------· ----
Army, Navy, Marine Corps, Coast Guard, Air Force 
B. Date of Entry into Service ______ -·-·----- ---·------ ·--------·-- ----·--·----------------
Day Month Year 
C. Date of last discharge or release from 7Parti 111e service ____________ _ 
Day Month 
Place of that discharge or release 
Was that discharge or release under honorable 
conditions? ____ -----------------·----------- ____ ·---·------------ ·----------
D. Have you resided in Ma,%achusetts for five consec-
utive years .next prior to the date of filing 
application? 
E. 'vVere you domiciled in 11assachuse tt s for not less 
than six months next prior to your ent ry into the 
armed forces? 
If answer is "Yes", state dates and places of 
domicile ____ __ ___ _________ _____ ---------·------ __ _ 
Dates and Places of Domicile 
F. Were you ever discharged from the armed forces 
on your own application or solicitation by reason 
of being an enemy alien? 
G. Were you ever proven guilty of wilful desertion? 
If so, state when --·-------- ---·- ·-
Year 
Yes or No 
Yes or No 
Yes or No 
Yes or No 
Yes or No 
H . Were you discharged as a couscicutious objector? ·-·--·--------·---- _ 
Yes or No 
If so, state when ---------------------- ·------···- --------· _. ·---------··------·----·------
I. 
J. 
Did you ever receive a 
from ~he armed forces? 
dishouorablc discharge 
If so, state when ---------·---·--------- ___ _ 
Were you awarded a service-connected disability 
or a Purple Heart? 
K. Have you ever been awarded 
(I) Campaign Badge 
(2) the Congressional Medal of Honor? 
L. \Vere you in the employ of the Comm on wea 1 t h or 
any political subdivision thereof on .June !), 195 1' 
I [ so, state where employed ________ _ 
M. If you claim preference as a disabled veteran , an-
swer "Yes" here ---·---- .-----·----------
N. State Claim Number 
Yes or No 
Yes or No 
Yes or No 
Yes or No 
Yes or No 
18. EDUCATION 
N arne of School 
or College 
Location 
(City and State) 
Dates of 
Attendance (Circle highest grade completed) 
·····-··------------------------------------------------------- -----------------------------------------················--···-·----------·-·····-········------Elementary school: 
----------------------------------------------------------- -------------------------------------------------- _____________________ High school: 
------------------------------------ --------------------~--------------- -------------------------------College: 
--------------------------------------------------------------- ----------------------------------------·-------------------- ----------------------------Post graduate: 
2 3 4 5 6 7 8 9 
2 3 4 
2 3 4 
2 
----------------------------------------------- ------------------------------------------------ ------------------------------Other schools or courses:-------------------------------------------------------
---------------------------------------------------------------- -----------------------------·-·---------- ---------------------------------------------------------------------------------------------------- ----------------------------------------· 
19. Furnish in the space below a complete hut brief record, showing in chronological order, every kind of occupation you have followed since 
you first began work, including your present employment. It is intended that this statement shall be a complete history of all experience you have 
had in any occupation. 
Dates and Salary Name and address of employer Title of Position Cause of leaving 
From --------------------------- 1 .................. ----------------------------------------------------------------····················-· ········-·· ----------·-·······--···----------·········------····-·· ······· ······-···-·······------------------
To -------------------------------- l __________ ------------------------------------------------------------- ________ r------------------------------------------------- -----------------------------------------------
Salary, $ -----------······ per .................. -----------------------~---------------------------------·-···········-··-·--·· 
From ········------------------- l ____________ -------------------------------------------------------------- -------·-------·-······ -----------------------------1---------------------------
To ·······-··----···············--- l _____________ ___ -----------------~------------------------------------------------------- --------------···············-···----------·············-······----- -····-······-·······················--········-··· 
Salary, $ ·············-·-- per .................. ------------------------------------------···--···-·-·····-·········---···········-·· ---------···-·······--·-·---------·························· ···· -- - ·---------------------------------------
From . -------------------·-··· l ________________ . ---------·-··----------·--·-----------·--------·--------- ........ ----------------------- --------------------------------------------------------- ------------------------------···-··············· 
To ··-·---------------------------- l _____________ --------------------------------------------------------------------------------------- ---------------------------············---------------------------- ----------------·············-···-···--········-·-· 
Salary, $ -····-·····----- per .................. -------------------------------------------···-····-···-·····-·····--·········· . --------------------····--····-······---------------·····-········ -------- --···························------------
From __________________________ 1 .... ------------- ---------------------------------------······-·-···---·····--------······--····-···-·····-- ···-------------·------------------------·-····-··· ------------····--------------------------------
To -------------------·········---- l _____________ ------------------------------------------------------------------------------------ -----------------------------------------------------------····· ----·-···-·······················---·-············ 
Salary, $ --···········--- per ________________ . --------------------------------------------------·········· .............. -·--··· --------------------------------·-··········--··-········ ....... -------------------------------------
From ............................ 1 .................. -------------------·---·-----------·······---------------------------------------------- ----------------······------------------------------------····· -----------·-············----------------------·-· 
To ---·········-··-···-·---------- l ____________ -------------------------------------------------------------------------- -------------------------------------------·-------------------···· -----------·-························-····--····--
Salary, $ ................. per ................. -----------------------------------------------------·-·············-··-·····-···- -----------------·-·················--············-···-·-·····-· ----·-· ----------------------------------------
From ···--····--·-···-··· _____ l ___________ ___ __ ----------·-·······----·-·--------------------------------·-·--····· ·----------------------- --------------------------------------------------------- -----------··················------------------
To ------------------------------- l ___________ ------------------------------------------------------------------------------- ----------·-················-···-----------········-·········-··· -····-·-·--·----·----------····-··············--
Salary, $ ··------------ per .................. -------------------------······-----------··········--------·-·-·-- ----------------········-- -·-·······-··························· ....... ---------------------------------
From ________________________ l ________________ ------------------------------------------------------------------------------···---------- ----------------------------------------------------------- ------------------------------------------········· 
To __ ---------··------------------ L _________ _ 
Salary, $ ----------------- per ................. --------------,-------------------------------·······-··········----- ------------------····--------·-·----·-··········-······--··-·-·· ....... ---------···-·······-······-······ -----
From________________________ ) ______________ ------------------------------------------------------------- r--- --------
To -------------------------------- l _____________ ------------···········------------------ -······--------------------------------------- ---------------·-····-·······------------------------------------- --------------------·-·-·-----------······-···----
Salary, $ ---······------- per _________________ -------------------------------------------------------·········----------···· --------·----·--·-···-----··-·····---------········-·------------- ·········-···--····-------···-·--··-·-----····-··· 
From --------------------------- l ________________ -----------------------------------------------------·-········· ····------------------- ---------------------'----------------------------------------- -------------··············-···-·····-··········· 
To ··-·····-····-···-------------- l __________ --------------------------------------------------------------------------------------- --------------------------------------------------------------··--· --·······--·--------·········-···················· 
Salary, $ ______ ·------··· per ................ --------------------------------------------------------------- -------------------------------------------------------------------- -······ ---------------------------------------
From .. _________________________ l ________________ ------------------------------------------------------------------------------- ·---------------------------------------------- ---------------·······----------------········ 
To -------------------------------- L _______ -------------------------···---------------------------------------------·-····-·· ---··-·--·-······----------·-······---------------------·-·-······-- ---------···-········-·····--------------·········· 
Salary, $ ---------------·- per _____________ ... ------------------------------------------------------- ---------------------------------·-················-···-··-···· ······-- --- ------·-··-···················-····· 
(If more space is required, attach additional sheets) 
I hereby declare that the statements and answers made as a part of this application for the positions set forth on this form whether in writ-
ing or in print are true and are made under the penalties of perjury. 
Date ------------------------------------------------------------------------- 19----------------
Mr. 
Mrs. 
Miss 
( Do not print) 
(Applicant's Signature) 
> 
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POSTAL MONEY ORDER 
Form. 6001-Rev. 7-51 
P~~!s~:;~:!M~~~~~;N~R:~r No.------------------
BUREAu OF FINANCE Stamp Of IISUIDI Omce 
~~~~~'6~~ERs FEE ------------
Spaces above this line are for the Postmaster's record, to be filled in by him 
Application for Domestic Money Order 
Spaces below to be filled in by purchaser, or, if necessary, 
by another person for him 
Amount-
usE FIGURES, 
oo Nor SPELL _________ Dollars _______ Cents 
~~ir~i[~~~~==~~~~=~~~~~~~=~~=~~~~=~~~~~~~~~~--~~~=: 
·City} 
and 
State _ --··--------------- --------- _ __ --- - ---------------------
:Sent by--------------------------------------------------------
<Name of aeoder) 
-------------------------------------- _____ -----·--------- Street 
City} 
and 
.state ___ •. ___ . _____ . __ . -----.------------------------------- ---
PURCHASER MUST SEND ORDER TO PAYEE 
(FOR FEES SEE OTIIER SIDE) 16-ti391-9 
Fees for Money Orders Drawn 
on Domestic Form 
Payable in the United States, including Alaska, 
Hawaii, Puerto Rico, and the United States Virgin 
Islands, or in Guam and Tutuila (Samoa) ; also 
for orders payable in Antigua, Bahamas, Barba-
dos, Bermuda, British Guiana, British Honduras, 
British Virgin Islands, Canada, Canal Zone, Cuba, 
Dominica, Grenada, Jamaica, Montserrat, Nevis, 
St. Kitts, St. Lucia, St. Vincent, and Trinidad and 
Tobago. 
For Orders From $0.01 to $5.00 ___ 10 cents. 
From $5.01 to $10.00 ... 15 cents. 
From $10.01 to $50.00 ... 25 cents. 
From $50.01 to $100.00 ... 35 cents. 
Memoranda of Issuing Postmaster: 
It order is purchased through Rural Carrier, he will fill spaces 
below: 
Carrier's receipt No. ------------------
----------------------------------------------------• Carrier. 
NOTE.-The maximum amount for which a single Money 
Order may be issued is $100. When a larger sum is to be sent, 
additional Orders must be obtained. 
Applications must be preserved at the office of issue for 
three years from date of issue. 
(Edition July 19Dl) 16-8391-9 u. S, GOVERNMENT PRINTING OFFICE 
SOCIAL SECURITY 
Social Security refers to a Government program started 
in 1935 . This program helps individuals when the time 
arrives for them to stop work . This is called retirement . 
Some companies provide good retirement plans for those who 
reach retirement age . Others do not . The U. S . Government 
helps many to obtain an income (pay) after they have retired . 
This is called Social Secur ity . Working individuals con-
tribute a certain amount of their salary to the plan . The 
U. S . Government also contributes . Retired individuals re-
ceive a Social Security check each month. 
When one takes Social Security he is given a number . 
This helps kee p the record and accounts accurate . In apply-
ing for Social Security it is very important to read and 
follow directions carefully . 
Looking at the Application for Social Security Account 
number, try filling in the following: (Be sure to start read-
ing at top of the form . All of the blanks will be about the 
directions given before Item 1 . ) 
1 . "Read instructions on the 
filling in form" 
2 . "Fill in ------ item. 
11 
before 
ink 3 . 11 Print in or 
for all items except ---------------- IT 
4 "If the information called for in any item is • II 
not known write 
Notice there are fourt een items . They are not too 
difficult . There are some interesting directions given 
here also . See if you can complete these sentences : 
1 . "If you use no middle name or initial, 
draw 11 
2 . "If unemployed write II 
3. " _ _ _______ your name as usually 
I! 
Using lined paper, number the lines or items as 
they are on the form . Then try filling in the items 
accurately following all the directions ! 
... 
ForznSS·5 
TREASURY DEPAltTMENT 
INTERNAL REVENUE SERVICE 
(Revised 7--46) 
APPLICATION FOR SOCIAL SECURITY ACCOUNT NUMBER 
REQUIRED UNDER THE FEDERAL INSURANCE CONTRIBUTIONS ACT 
READ INSTRUCTIONS ON BACK BEFORE FILLING IN FORM L DO NOT WRITE IN THE ABOVE SPACE J ! 
FILL IN EACH ITEM. PRINT IN BLACK OR DARK BLUE INK OR USE TYPEWRITER FOR ALL ITEMS EXCEPT SIGNATURE. IF THE INFORMATION CALLED FOR IN ANY ITEM IS NOT KNOWN, WRITE "UNKNOWN." 
PRINT NAME YOU GAVE YOun rm: .. :u:.r·u ran.;, a nl\mr. MIDDLE NAME. (IF YOU USE NO MIDDLE NAME OR INITIAL, DRAW A LINE--) LAST NAME ·~ ~~~-.-··- -·- ·····- ···--·- ....... "- "~·· ··--- ................ -·····- -- ····-··· --···· .. ···- . . . .... .. 
~ OR, IF UNEMPLOYED, THE 
NAME YOU WILL USE WHEN EMPLOYED 
MAILING ADDRESS (NO. AND ST., P. 0. BOX, OR RFD) (s PRINT FULL NAME GIVEN YOU AT BIRTH - u --- ------~ (CITY) (ZONE) (STATE) 
2 
( 
6 
PLACE OF BIRTH (CITY) (COUNTY) (STATE) )I~ 
.. 
AGE ON LAST BIRTHDAY (MONTH) (DAY) (YEAR) DATE OF BIRTH 
4 5 
7 
9 
FATHER'S FULL NAME, REGARDLESS OF WHETHER LIVING OR DEAD 
(MARK (X) WHICH) 
MALE FEMALE 
SEX' D D 
COL0R (MARK (X) WHICH) (IF OTHER, SPECIFY) 
1 0 OR WHITE NEGRO OTHER 
RACE D D D 
BUSINESS NAME OF EMPLOYER. IF UNEMPLOYED, WRITE "UNEMPLOYED" 
12 
EMPLOYER'S ADDRESS (NO. AND STREET) (CITY) (ZONE) (STATE) 
MOTHER'S FULL NAME BEFORE EVER MARRIED, REGARDLESS OF WHETHER LIVING OR DEAD 
8 
HAVE YOU EVER BEFORE APPLIED 
FOR OR HAD A SOCIAL SECURITY OR 
RAILROAD RETIREMENT NUMBER7 
IF ANSWER IS "YES", PRINT THE 
II STATE IN WHICH YOU FIRST 
APPLIED AND WHEN 
ALSO PRINT YOUR ACCOUNT 
NUMBER IF YOU KNOW IT 
(MARK (X) WHICH) 
YES NO DON'T KNOW 
D D D 
STATE DATE 
ACCOUNT NUMBER 
13 I 14 
(
\ TODAY'S DATE ) ~ YOUR NAME AS USUALLY WRITTEN (DO NOT PRINT) 
16-5528-8 RETURN COMPLETED APPLICATION TO NEAREST SOCIAL SECURITY ADMINISTRATION DISTRICT OFFICE 
., 
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STATE INCOME TAX RETURN 
Some states require residents to pay taxes on what 
they earn . Others do not. Massachusetts does. This is a 
.form used by Massachusetts . It looks more difficult than 
it really is. The printing is mostly directions . Easy 
directions if taken one at a time! 
All the items are numbered. Take them as they are 
numbered. Where is Number 1? On the back of the form! 
It begins with DEPENDENTS CLAIMED. That means children and 
adults who live with you and need your financial support . 
If you don't have dependents, use a zero (0) to show you 
have none . 
Item 2 is YOUR INCOME. If you receive over $8,000 in 
wages, do not use this form. In Item 2 you write two things: 
1 . Employer's name and address 
2 . Your salary or wages 
Item 3 is easy enough . What does it ask for? Write 
it here 
Item 4 has an interesting word - 11 spouse 11 • It means 
to whomever you may be married . 
Item 5 is a repeat request. Just write the number of 
dependents you have . You may not have any, so a zero (0) 
would be written . 
Item 6 is another repeat request. Your occupation, 
plus your name and address . 
Write what Item 7 is on this line 
Item 8 tells you to do what? 
The State sends out a table telling what the tax 
would ':>e for certain wages .- Look at the table, find the 
figure nearest your salar y , and then right beside the figure 
will be the tax amount . Table , as-you probably have guessed 
by now , refers to figures , just as the multiplication table 
refers to figures . 
Item 9 is an exact direction . "If spouse is a depen-
dent enter $3" on the line . 1\fo more nor less . 
Item 10 is the last i t em! Just enter your tax amount 
as you did for Item 8. Oh, you have a dependent? Then 
subtract $3 from the tax due . Put the ·remainder do~-;rn as 
tax due . 
Just for fun, suppose you were a teacher working in 
your own home town: 
1 . Your salary is $3500 · 
2 . You do not have any dependents 
3. You do not have a Social Security Number 4. You are not marr ied 
5. Your tax to be paid is $25 . 00 
It shouldn ' t take long to fill out the form . Try it! 
READ INSTRUCTIONS CAREFULLY 
PLEASE PRINT 
STATE INCOME TAX RETURN 
FORM 1A MASSACHUSETTS RESIDENT 
INDIVIDUAL INCOME TAX RETURN 
For reporting salartes or wages ONLY 
*138 
1957 
CALENDAR YEAR 
Soc1ol Secunty Number J4 Is your spouse filing a separate return?Yesc:J NoC] [___..,._____ 5 . Number of dependents from Item 1, 
l J _ ------------'------'-------------- ---------T--""===--------t==;;.d"io not include yourself. ·- If "Yes ,enter her or his nome - -- Dollars Cents 
3. 
6 . Your occupation 
~7. To tal salaries or wages . 
r--· -
__ M_A_K_ E-CERT-AiNTHAT--Y- O- U""R_C_O __ R_R_E_C--:T -N-A_M_E_A_N_D_A D_D_R_E_SS_I_S-E N TERED- ;:B~E--:L-:0-:W:-:----t------...,.--·l---------------, 
~· ~ 8. Enter tax from table . Taxpayer's 
Nome 
r-------
Sirtel and 
Number 
----
City or 
Town 
LAST NAME FIRST M IDDLE INI TI A L ~;,; 
!-;~: .......t1iiL_ If spouse is o dependent, 
1!§:0:_ ~ 9· tnfer $3 
TOTAL TAX DUE 
( ll~m 8 minus lftm 9) 
Interest 
-----------~---------------------------------r----+---+------------~ 
I declare under the penalties of perjury that my only income was from salaries or wages, and 
that this is o true, correct,and complete return to the best of my knowledge and belief Penalty 
Dolt 
Tax payer's 
Signature 
~- ~OT STAPLE, TAPE, PIN OR MUTILATE 
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U. S. INDIVIDUAL INCOME TAX RETURN 
):Jr 
··t-)9 \ .. ,.., .. 
This is a tax that all citizens of United States have 
to pay every year. If your income is less than $5,000 you 
may use the form shown in the workbook. 
The U. S. Individual Income Tax Return is very similar 
to the State Income Tax form. The items are arranged a little 
differently and there are a few more. L.ook at the two forms 
and list below three things asked for on both forms: 
1. 
2. 
J. 
On this form there is a word that means to be free 
from paying any tax. The word is EXEMPTIONS. Every indi-
vidual is allowed $600 tax fre e . This is called 11 Regular 
$600 exemption. 11 Look at item 14 on the form and write 
two more $600 exemptions listed: 
1. 
2. 
The United States Government is willing to help you 
figure your tax. The Internal Revenue Service will do this 
if you omit certain items they tell you to. Can you list 
the numbers (items) the Internal Revenue Service asks you 
to omit . if you want them to figure your tax? Look at the 
front right-hand corner of the form opposite items 9, 10, 
11, 12 and 13. 
1 . 
2 . 
3. 
Suppose you are the same teacher who · has just filled 
out the State form . With the same information , try filling 
out this one . Your teacher may have suggestions for you 
before you begin . It would be well to ask! 
ti 41 
U. S. INDI VIDUAL IN COME TAX RE TURN 
Form 1 040A U. S.INDIVIDUAb INCOME TAX RETURN 1957 
Please 
print.___. 
I. Name (If this is a joint return of husband and wife, use first names of both) 
Home address (Number and street or rural route) 
2. Your Social Security No. 
I : 1
3. Wife's Soct Securit~ No. 
i I 
4. Do you owe any federal tu for years before 1957? 0 Yes 
1-::C~it-y,-:-to-w-=n-. 0-r-p-os~t-o"'ffi-ce---------::z:-on-1-----......,s==ta-:t,-e---15. Is your wife (husband) makine a separate return? If "yes," write 
her (his) name 
0 Yes 
c 
c 
11 income (item 10, col. &) Is 6. WAGES, ETC. 7. INCOME TAX WITHHELD 8. EMPLOYER'S NAME. Where employed. Write(W) before name of each of wife's empl 
S5,000 or more OR I other $ 1 $ I 
income (item 9) Is over SIOO,I-----------~--- ----------~---·+------------------------~ 
use Form 1040. 1-----------f - ----------f---+-------------------------l 
----.,;---1--------- -I--- -t-----::-:-:--:-:...L.--t----:--:-------:--:--:-------------:-l 
1-
a_._Y_ou_r_s -1------ _____ 
11
____ Total col. 7 For information and duplicate copy, see separate instruction sh 9. OTHER 
INCOME ,..-. List your exempt~ons and SIGN on other side. b. Wile's 1 ,...... Enclose Forms W-2, Copy B. 
1
10. TOTALS ~ $ 
II. Enter tax from Tax Table on instruction sheet 
I ----------
; !~~~t:!n~ ~~ 112~a':d1 1R3~vejj~=~~C:~:.:;'::!r ~':'~ ~:~: 
12. II item 11 1s larger than item 10, col. 7, enter balance___. I ~pay this balance (Item 12) in full with return to your District Dir 
$ 
----~---~-----~+------~-~ 
13. II 1tem 10. col 7 IS larger than 1tem II, enter overpayment~ I PLEASE DO NOT BEND PIN OR TEAR THIS CARD. 
U. S. TREASURY DEPARTMENT (OVER) INTERNAL REVENUE SER 
14. EXEMPTIONS FOR YOURSELF AND WIFE 
( ) R 1 $600 r 0 Yourself 0 Wife} Enter Check blocks which apply. Check for wife { a eeu ar exemp IOn •• ------------------------------ number of 
if she had no income OR if her income is (b) Additional $600 exemption if 65 or over at end of 1957----- 0 Yourself O Wife exemptions checked 
included i.n this return. (c) Additional $600 exemption if blind at end of 1957---------- 0 Yourself O Wife -.... 
15. EXEMPTIONS FOR YOUR CHILDREN AND OTHER DEPENDENTS (List below) 
NAME ANSWER ONLY FOR DEPENDENTS OTHER THAN YOUR CHILDREN 
.,. Enter figure 1 in the last column to right Relationship Number of months depend- Did dependent have Amount YOU spent for Amount spent by OTHERS ent lived in your home. for each name listed If born or died during gross income of $600 dependent's support. including dependent from (G1ve address if different from yours) year also write "B" or "D' or more? If 100% write "All" own funds 
$ $ ... 
... 
... 
... 
... 
... 
16. Enter total number of exemptions listed in Items 14 and 15 above 
I SIGN I declare under the penalties of perjury that to the best of my knowledge and belief this is a true, correct, and complete return. . HERE (Your si1nature) (Date) (If thio io a joint return, wife' a si1nature) (i);t 
e To assure split-~ncome benefits, husband and wife must include all their income and, even though only one has income, BOTH MUST SIGN. 
POSTAL MONEY ORDER 
APPLICATION 
(Teacher Suggestions) 
I . Introduction 
II . 
A. Explain meaning of term "Domestic" used on form . 
Refer students to back of form for places that 
the Money Order may be cashed' 
B. Students will be interested to know this type 
of Money Order now applies to R. F . D. only, or 
rural areas . Today in cities and towns Money 
Orders are made out in checks given to people 
at the post office. They must be made out in 
the Post Office 
C. This form cannot be used for over one hundred 
dollars ($100 . 00) 
Reason for filling out Money Order 
A. To send money to pay bills 
B. To send money to an individual 
c. Serves as post office record of ~ount of 
money deposited and delivered 
III. Observation of application form 
A. Call students' attention to the statement 
"Spaces below to be filled in by purchaser, 
or, if necessary, by another person for him" 
B. Terminology 
1 . Have students check terms they recognize 
2 . Ask students if there are any terms 
they do not recognize 
J . Be sure students knovr the following: 
a . Amount 
b . Dollars 
c . Cents 
d . Name of person or firm for whom 
order is intended 
C. Locate terms on application 
1. Have student call out terms for others 
to locate on form 
2 . Have students drill and test each other 
D. Suggested terms all should recognize 
1 . Amount 
2 . Dollars, cent s 
3. Name of person or firm for whom order 
is intended 
E .• Practice word recognition 
1 . Arithmetic problems could be used 
for practice 
2 . Have students make copies of application 
J . Combine with geography using cities 
being studied or states 
IV. Actual filling out of form 
A. Writing or printing? 
1 . Left to student to make a choice 
2 . Ask student to tell you why ink 
should be used 
a . For permanent record 
b . For protection . Cannot be easily 
erased or changed without detection 
B. Amount of space allowed for each item 
1 . See if students observe where 
abbreviations would probably be necessary 
a . Middle name - initial 
b. State 
C. Directions on form 
1. Have students find the following: 
a. Use figures, do not spell 
b. Name of person or firm for 
whom order is intended 
c. Name of sender 
D. Practice filling out form for: 
1. Accuracy 
2. Legibility 
3. Comprehension 4· Reasonable speed 
V. Further activities 
A. See if an official from the post office would 
visit class and talk to them about the uses 
of Money Orders and _ the different types of 
Money Orders 
B. Have students dramatize. filling out Money Order, 
one being the applicant and anothe.r the postman 
•145 
SOCIAL SECURITY 
APPLICATION 
(Teacher Suggestions) 
I. Introduction 
A. Many workers must have a Social · Security number 
B. A Social Security number entitles the employee 
to receive an income for life when he retires 
from work 
C. Have students find out parents' Social Security 
number if either of them are working 
·II. Reasons for filling out form 
A. Government requirement for many 1vorkers 
B. A record of the date of beginning of 
Social Security 
C. A valuable file for government records for 
later reference when Social Security will be 
sent to worker 
III. Observation of Social Security application 
A. Terminology 
1 . Check familiar terms students recognize 
2. Go over .following terms with student s : 
a. Employer e. ~fuether 
b. Employed f. Color, race 
c. County\ g.· Specify 
d. Re gardless h. Applied 
i. Unemployed 
B. Locate terms on application 
1. Call out familiar ones for students 
to find 
2 . Go over ones previously listed and 
practice locating them 
J J .A I ~ 
C. Suggested terms all should recognize 
1 . Employer , unemployed 
2 . Mailing address , zone 
J . Place of birth, county 
4. Sex, male or female 
5. Race or color 
6 . Full name 
7. Applied for 
D. Practice word recognition 
1 . Use sentences with terminology 
given on form 
2 . Converse with class using terms studied 
J . Flash card drill of terms for qu ick 
recognition 
IV. Actual filling out application 
A. Writing or printing? 
1 . Specific direc tions given. Have 
students look for them 
a . Fill in each item 
b . Print 
c. Use black or dark blue ink 
:1.16 
d . Write 11unknown 11 for all items not kno-vm 
e . Signature - Write name, do not print 
B. Amount of space allowed for each item 
1 . Abbreviations will have to be used 
2 . Be sure students recognize the following 
abbreviations : 
a. No. 
b . St . 
c . P . O. 
d . R. F . D. 
C. Directions on form 
1 . Writing and printing (See A. 1) 
2 . Be sure students find following directions : 
a . No middle name or initial, draw a line 
b . Use name you gave your employer 
c . If unemployed, the name you will use 
when employed 
d . Print full name given you at birth 
e. (Mark (X) which) 
f . If other specify 
g. If answer "yes" print the · state 
in which you first applied and when 
h. Return completed application to 
nearest Social Security Administration 
District Office 
D. Practice filling out form 
1. For accuracy 
2. For legibility 
3. For comprehension 4. For reasonable speed 
V. Further activities 
A. Have an informed individual explain functions 
and advantages of Social Security 
B. Have students make copies of form for practice 
c. Have students locate the places in town where 
such applications may be obtained 
~:1.48 
STATE INCOME TAX RETURN 
(Teacher suggestions) 
I . Introduction 
A. Explain to students that in some states, not all , 
individuals have to pay a tax on their income 
B. The state usually has a form for people to fill 
out to show how much they have earn~d 
C. That most forms look more difficult than 
they really are 
D. Show them the tables used to figure out the 
amount of tax due 
II. Reasons· for filling out form 
A. State requirement 
B. A record of what has been paid 
III . Observation of the form 
A. Terminology 
1 ~ Title of form : "Individual Income Tax 
Return for reporting salaries or wages only . " 
2 . Have students check on front only terms 
they are n ot sure about 
3. Go over terms checked by students 4. Be sure following terms are brought to 
attention of the class : 
a . Calendar year 
b . Spouse 
c . Dependents 
d . Due 
e . Total 
B. Locate terms on card 
1 . Have students test each other 
2 . Teacher call out terms for location 
3. Practice drills for speed 
C. Suggested terms all should recognize: 
1 . Occupation 
2 . Total salaries or wages 
3. Tax from table 
4.- Total 
5. Taxpayer 1 s signature 
D. Practice word recognition 
1 . Have students make copies of front side 
of form 
2. Fill out forms they have made 
IV. Actual filling out of f'or.m 
A. Writing or printing? 
1 . Follow directions given 
a . Please print 
B. Amount of space allowed for each item 
1 . Point out there is only one place 
where abbreviations would be necessary. 
See if' students can find it 
a. Date before taxpayer's signature 
C. Directions on card 
1 . Have students find all they can 
2 . Be sure students notice: 
a . Please print 
b . Make certain your correct name 
and address is entered below 
c . Do not write below this line 
d. Do not staple, -tape, pin or mu.t·ila te 
D. Practice filling out form f.or: 
1 . Accuracy 
2 . Legibility 
3. Comprehension 
4. Reasonable speed 
v. Further activities 
A. Ask parents about filling out form 
B. Arithmetic drills computing taxes 
c. Have an outside speaker talk to class 
informally about taxes and for.ms 
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U. S. INDIVIDUAL INCOJYIE 
TAX RETURN 
(Teacher Suggestions) 
I. Introduction 
A. Explain this is a tax all individuals pay 
wheresoever they live in the United States 
B. Be sure students are told this is only one 
type of U. s . Tax form . That there are 
several types depending on size of income , 
family and exemptions 
II . Reason for filling out form 
A. Requirement by law 
B. 1040A is a briefer form meeting basic needs 
c. Serves as a record of amount taken out of wages 
III. Observation of form 
A. Have students check for familiar terms 
B. Terminology 
1 . Have students ask questions about terms 
they are not sure about 
2 . Go over following with them 
a. Joint return 
b . Owe any Federal Tax? 
c . Income Tax withheld 
d . Employer ' s name 
e. Exemptions 
C. Locate terms on form 
1 . Have someone read terms while students 
find them 
2 . Once· terms are familiar, have students 
check each other 
D. Suggested terms all should recognize: 
1 . Do you owe any Federal Income tax? 
2 . Wages 
3. Income Tax withheld 
· 4. Exemptions 
5. Dependent 
E . Practice word recognition of terms 
1 . Have student converse using terms 
2 . Write sentences using terms 
3. Arithmetic problems can be centered 
on topic of taxes 
IV. Actual filling out of form 
A. Writing or printing? 
1 . Have student find direction given on form 
B. Amount of space allowed for each item 
1 . Have student suggest where it might 
be wise to abb r eviate 
a . Middle initials 
b. Dates 
C. Directions on card 
1 . See if students obser-ve the following: 
a. Those concerning name 
b . Those about size of income and 
form to be used 
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c. If one wishes Internal Revenue Service 
to figure tax 
d . About bending or mutilating form 
D. Practice filling out form : 
1 . For accuracy 
2 . For legibility 
3. For comprehension 4. For reasonable speed 
V. Further activities 
A. See State Income Tax form for suggestions 
under Roman Numeral V. 
I( '!-
MILITARY SERVICE 
When eighteen years of 
age, boys must register for 
military service. They may 
not be called to service 
immediately . The form 
shown in the workbook is 
one used by all the mili-
tary services . It is 
called a "STATEMENT OF 
PERSONAL HISTORY." Girls 
1..rould also fill this form 
out if they decided to 
enter one of the military 
services . 
The form is quite detailed . Notice it is divided into 
sections . How many sections are there on the form? 
The first thing requested of the individual is to read the 
certification at the end of the questionnaire (form) . To 
certify is to be sure . In this case the individual certifies 
three things about the statements made . Can you fill in the 
following blanks from the certification on the form? 
"I certify that the entries made by me above are 
-----' 
-----------' and-----------' to the best 
of my knowledge and belief and are made in good faith. I 
understand that a knowing and 1-.rillful statement 
on this form can be 
or 
------------------- by --------------
or both. 11 
If you kno1-1 your nickname, you should be able to fill 
out the first five items. Try answering the questions as 
numbered on the lines below: 
l . Name 
2. Status 
J . Alias, nickname 
4. Permanent mailing address ----------------------
5. Date of birth 
-----------------------------------
Place of birth-------------------------
Place certificate recorded 
Race __________ Height 
Color of eyes 
----------------------
_______ Weight ----------
Color of hair 
---------
Scars, physical defects, distinguishing marks 
The sections on education and family are not difficult 
and should be familiar to you. There is another section that 
should be given some thought . It is Section 14, 11 CREDIT 
AND CHARACTER REFERENCES . " Credit references are people 
who can tell about your bills ,- 1-rhether you pay them promptly 
or not . Character references are people who know you as a 
person . Notice you cannot use relatives or employers or 
persons living outside the United States for references . 
When you are nearer eighteen you may like to go over 
this form again in more detail . This is just an introductlon 
to it . If you show ability in doing this much and would like 
to try more , ask your teacher f or permission to do so . 
/ J 
STATEMENT OF PERSONAL HISTORY Form approved. Budget Bureau No. 22-R0.57. 
INSTRUCTIONS: Read the certification at the end of this questionnaire before entering the required data. Print or type all 
answers. All questions and statements must be completed. If the answer is "None," so state. Do not misstate or omit material 
fact since the statements made herein are subject to verification. If more space is needed, use the Remarks section, item 20, and 
attach additional sheets if necessary. The information entered hereon is for official use only and will be maintained in confidence. 
1. (Print) FIRST NAME-MIDDLE NAME- MAIDEN NAME (If any)-LAST NAME 
0MR. 2. STATUS 
0MRS. 
0MISS I CIVILIAN I MILITARY ON ACTIVE DUTY 
3. ALIAS(ES). NICKNAME(S) . OR CHANGES IN NAME (Other than by marria~e) 4. PERMANENT MAILING ADDRESS 
5. DATE OF BIRTH (Day, month, year) PLACE OF BIRTH (City, County, State, and ·Country) PLACE CERTIFICATE RECORDED 
RACE HEIGHT WEIGHT COLOR OF EYES COLOR OF HAl R SCARS. PHYSICAL DEFECTS. DISTINGUISHING MARKS 
6. DO YOU HAVE A HISTORY OF MENTAL OR NERVOUS DISORDERS? 0 YES L NO ARE YOU NOW OR HAVE YOU EVER BEEN ADDICTED TO THE USE OF HABIT FORMING DRUGS SUCH AS 
NARCOTICS OR BARBITURATES? 0 YES 0 NO ARE YOU NOW OR HAVE YOU EVER BEEN A CHRONIC USER TO EXCESS OF ALCOHOLIC BEVERAGES? 0 YES 0 NO IF THE 
ANSWER TO ANY OF THE ABOVE IS .. YES. EXPLAIN IN ITEM 20. 
7. U.S. NATIVE IF NATURALIZED. CERTIFICATE NO. IF DERIVED. PARENTS' CERTIFICATE NO(S). DATE. PLACE. AND COURT 
CITIZEN I YES 
0 I NO I~ -· ,__ 
ALIEN REGISTRATION NO. NATIVE COUNTRY DATE AND PORT OF ENTRY I DO YOU INTEND TO BECOME 
0 
A U.S. CITIZEN! 
I I YES I NO ! 
8. MILITARY SERVICE 
ARE YOU PRESENTLY ON ACTIVE DUTY IN THE U.S. ARMED FORCES DRAWING FULL PAY! 0 YES 0 NO IF .. YES. COMPLETE THE FOLLOWING: 
GRADE AND SERVICE NO. l SERVICE AND COMPONENT J ORGANIZATION AND STATION I DATE CURRENT ACTIVE . 
SERVICE STARTED 
ARE YOU PRESENTLY A MEMBER OF AU. S. RESERVE OR NATIONAL GUARD ORGANIZATION! 0 YES 0 NO ' IF .. YES. COMPLETE THE FOLLOWING: 
GRADE AND SERVICE NO. I SERVICE AND COMPONENT I ORGANIZATION AND STATION OR UNIT AND LOCATION 
HAVE YOU PREVIOUSLY SERVED TOURS OF EXTENDED ACTIVE DUTY. DRAWING FULL PAY FROM WHICH YOU WERE DISCHARGED OR SEPARATED TO CIVILIAN STATUS! 0 YES 0 NO 
IF ''YES. COMPLETE THE FOLLOWING: 
COUNTRY SERVICE COMPONENT FROM (Date) TO (Date) TYPE DISCHARGES OR SEPARATIONS-GRADE AND SERVICE NO. 
9. EDUCATION (Account for all civilian schools and rnilitary acadernies. Do not include service schools) 
MONTH AND YEAR GRADUATE 
NAME AND LOCATION OF SCHOOL DEGREE 
FROM- To- YES NO 
1-r 10. FAMILY (List in order ~iven, parents, spouse, ~uardians, stepparents, foster parents, parents-in-Jaw, former spouse(s) (if divorced Aive date 
and place), children, brothers and sisters, even thouAh deceased. Include any others yoti resided with or with whom a close relationship 
existed or exists. II the person is not aU. S. citizen by birth, Aive dste and port of entry, alien registration number, naturalization certificate 
number and place of is5uance.) -
PRESENT ADDRESS, IF LIYING U. S. CITIZEN RELATION AND NAME DATE AND PLACE OF BIRTH 
YES NO 
FATHER 
MOTHER (Maiden name) 
SPOUSE (Maiden name) 
OTHER (Specify) 
' +- = DD FOAM I MAY 55 398 PREVIOUS EDITIONS ARE OBSOLETE. 
II OTHER RELATIVES AND ALIEN FRIENDS LIVING IN FOREIGN COUNTRIES (List ~randparen.ts, fir_st ~usins, au~ts, uncles, 
brothers- and sisters-in-law, and other persons with whorn a close relat1onslup ex1sted or ex1sts) 
RELATIONSHIP AND NAME AGE OCCUPATION ADDRESS I;ITIZENSHIP 
. 
12. FOREIGN TRAVEL (Other than as a direct result of United States ~ilitary duties) 
DATES 
PURPOSE OF TRAVEL COUNTRY VISITED 
FROM- nr-
13. EMPLOYMENT (Show every employment you have had and all periods of unemployment) 
MONTH AND YEAR· NAME OF IMMEDIATE REASON FOR LEAVING NAME AND ADDRESS OF EMPLOYER SUPERVISOR 
FROM- To-
I 
--
'-
MILI TARY SERVICE 
I . I n troduction 
A. Explain to students the r e are manx forms for 
military services but ~his is a basic one 
that all armed services use 
B. Student would also be interested to know when 
he registers for service that in all probability 
he will have to fill out a Statement of Personal 
History 
C. Assure student that in class study he will not 
be filling out the entire form 
II . Reason for filling out form 
A. Requirement of military services 
B. Offers information that is kept on file for 
reference 
C. Is an important beginning toward placing 
student in armed services 
III. Observation of the form 
A. Terminology 
(Teacher should take this up section by 
section outlined in red. The terms will 
be listed under each section number and 
heading of form) 
1 . SECTION 1 . PERSONAL 
Be sure students understand the following : 
a . Status, civilian 
b . Place certificate recorded 
c. Scars, physical defects, 
distinguishing marks 
d. U. S. citizen, native 
e . If naturalized, if derived 
f . Alien 
2 . SECTION 9 . EDUCATION 
a . Have students ask questions about 
terms. All should be reasonably 
familiar 
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3. SECTION 10. FAMILY 
a . Mother ' s maiden name 
b . Other (spe cify) 
4. SECTION 13 . EMPL0Yl1ENT 
a . Name of immediate supervisor 
b . Security clearance 
c . Refused bond 
5. SECTION 14. CREDIT AND CHARACTER REFERENCES 
a . Explain diffe r ence between credit 
and char ac ter references 
6 . SECTION 18 . 
a . Read to students and ask for 
their questions · 
B. Locate terms on form 
1 . Have students go over it section by 
section. Teacher may call out terms 
and students can check each other 
2 . Students might find it helpful to 
make their own copies of each section 
for further practice 
C. Suggested terms all should recognize 
1 . Have students name ones they do not 
recognize . Continue practice on terms 
listed under A. 
D. Practice word recognition 
1 . Hav.e students use terms studied 
in conversation 
2 . Conduct interviews using terms on form 
3. Use terms in English assignments 4. Have brief quizzes on terms 
IV. Actual filling out of form 
A. Writing or printing? 
1 . Refer students to paragraph at top 
of form where it definitely states 
"Print or type all answers" 
B. Amount of space allowed for each item 
1 . Ask students' opinion of space allowed 
2 . Emphasize that answers will have to 
be accurate and brief 
C. Directions on form 
1 . It is suggested that teacher read with 
students the directions for each 
section studied 
2 . This should bring up some interesting 
questions and discussions 
3. Perhaps some students would like to 
practice their reading skills by 
reading directions aloud 
D. Practice filling out form section by section 
1 . For accuracy 
2 . For legibility 
3 . For comprehension 4. For reasonable speed 
V. Further activities 
A. It seems essential the students talk with 
someone active in the armed services who 
could explain the meaning of the terms on 
the form 
B. Students might like to visit a recruiting 
station and ask their own questions 
C. Have students obtain booklet put out for 
students in high school concerning the 
armed services 
;, .. ,1 
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BANK FORMS 
SAVINGS ACCOUNT 
When people start to work 
they usually receive money 
for their work . There are 
many places people could put 
their money . Some might 
carry it all in their pocket . 
Others might hide the money 
in the house or apartment . 
Still others might put it in 
the bank . Which place would 
be the safest? Yes, in the bank would be the safest place . 
Can you give two reasons why? 
1 . 
2 . 
Suppose you had $100 . 00 and wanted to put it into a 
bank for safe keeping. Do you think you can walk in and 
give the bank clerk the money and say "Here 1 s my money, take 
it ! " No indeed ! The bank clerk would ask you to fill out 
a card . On the card you would have to put information the 
bank would want . Can you think of three things the bank 
might want to know? Write them down . 
1. 
2. 
3. 
Probably before you opened your bank account the clerk 
would ask what kind of an account you wanted,- a savings 
account or a checking account? If you wish to save your 
money for a special purpose and are not going to use it 
very soon you would put it in a savings account. But if you 
want to be able to keep your money safely and use it to pay 
bills, buy things or perhaps give to someone, you would open 
a checking account. For both a savings account and a check-
ing account you fill out a card. Probably some of you have 
had a school savings account . 
There are special kinds of forms with e~ch account . 
When money is put into an account in a savings bank a deposit 
slip is filled out . Deposit means to give money to the bank 
for safe keeping . When you wish to take money out of your 
savings account a withdrawal slip must be filled out . With-
drawal means to take back . On both deposit and withdrawal 
slips, what two items would you have to write? 
1 . 
2. 
)I., I 
) h ~~ 
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Yes, your name and the amount of money you 1r1ere depositing 
or withdrawing. This means you have to Jmow how to ivri te 
figures accurately, both in words and numbers. Your teacher 
will probably give you some practice doing this! 
CHECKING ACCOUNT 
In a checking account, instead of making out a with-
drawal slip to take money out you write a check . You may 
write the check anywhere. The bank will cash it for you . 
You must be careful not to write a check for more money than 
you have deposited in the account! Most checks need to have 
the following information written on them : 
1 . A number 
2 . The date 
J . To whom the money is to be paid 4. Your signature 
The last two items are the most important . No one can 
cash your check unless it has your signature . A check i ·s 
always made out to some person or company . The person or 
company to whom you have made out the check is the only person 
or company who could receive the money for your check . You 
put a date on the check to show when you wrote it. A number 
is put on the check so you will know how many you have written . 
The first check is number one, the second is number two, and 
so on. DO NOT EVER SIGN A CHECK UNTIL IT IS COMPLETELY FILLED 
OUT . YOUR SIGNATURE MEANS THE CHECK MAY BE CASHED. If you 
sign a check and lose it, anyone could fill it in and c ash 
it be cause your signature would be on the checkJ 
Suppose you are either Mary E . Jones or Robert B. Smith 
and wish to write a check to be paid to Atlantic and Pacific 
Company for the amount of twenty ($20 . 00) dollars . It is 
your first check. The date is January 5, 1959 . Could you 
do it? Try! 
No . Boston, Mass . _________ 19 ____ __ 
Pay 
to the 
order of 
THE FIRST NATIONAL BANK 
$ 
----------------------------------- ---------
_______________________________________________ Dollars 
You will want your own record of the check you wrote . 
How much it was for, to whom you wrote it and for what purpose . 
The checkbook has space to keep this information. It is kept 
on the stub. The stub is what is left of the check after it 
is torn from the checkbook. There is room for all this in-
formation and morel There will be opportunity to do some 
arithmetic! 
Can you complete the following sentences? 
1 . If you 1vish to save money for a special purpose 
or for later use you open a ---------------- account . 
2 . If you wish to keep your money safely and yet use 
it to pay bills you open a ----------------- account . 
3. When money is put into a bank a 
--------------------
slip is made out . 
4. When you wish to take money out of a savings bank 
a slip has to be made out . 
------------------------
5. Before your check can be cashed it must have 
your 
NUMBER 
SAVINGS BANK APPLICATION 
SCHOOL FORM 
This card should be signed in ink by the student 
if he or she can write, if not either parent may 
sign the student's name. 
TEACHERS MUST NOT SIGN FOR STUDENTS 
Do Not Write Here 
The depositor, by the followin g signature, agrees to be bound by all present or future By .. Laws, Regulations or 
procedure of the Newton Savin~s Bank which are or may become applicable to this account. 
STUDENT'S SIGNATURE 
ADDRESS 
BIRTHPLACE DATE OF BIRTH 
FATHER'S SIGNATURE 
MOTHER'S SIGNATURE 
FORM 383 3000 9 • 55-W . .J. 
ADULT FORM 
~~.3 4\/s'v~/7'vf;' /9 ,/Q' 
H. 
Sign here W'" 
Present Address 
Place of Birth 
Date of Birth 
Occupation, if any 
Father's Name 
Mother's Maiden Name 
Husband's Name 
Wife's Name 
Form 367 W.J. I M 3-56 
. I agree to be bound by all present or future by-laws, regula-
tiOns or procedures of the Newton Savings Bank which are or may 
become applicable to this account. 
1166 
SAVINGS BANK DEPOSIT 
SCHOOL FORM 
FILL OUT EACH LINE CORRECTLY TO GET PROPER CREDIT 
DEPOSIT Do not write here Book No .. ___ _ School, __________ _ 
Newton Savings Bank 
NEWTON-WELLESLEY -NEEDHAM 
NEWTON HIGHLANDS NEWTON CENTER 
Name on Book ______________________________________ _ 
Address ______________________________________ _ 
Amount of DOLLARS CENTS 
This Deposit 
Form 134 100M 8·57 
SAVINGS BANK DEPOSIT 
ADULT 
ASK ABOUT LOW COST SAYINGS BANK LIFE INSURANCE 
DEPOSIT oo NoT WRITE HERE Book No. _____ _ 
NEWTON SAVINGS BANK 
Name on ~k ____________________________________ __ 
-· 
Present Address 
Street and Number, City or Town 
Amount of this Deposit, $·-----
<SEE OVERJ 
II you deposit checks. write your name an the back ol 
each check and state below-on this side of ticket-
name or number ol baok on which each check is drawn 
and its amount, The bank accepts checks only as 
collection agent lor the depositor a'nd will not Pa'Y 
against them until it has had tim& to collect them. 
DOLLARS CENTS 
Bills 
Coin 
Check on (Bank Numbers) 
--------------
----···---
Total 
Cash Paid Out 
Total Deposit 
"'0RM 49 100M 7•1!57-W.oJ. 
SAVINGS BANK WITHDRAWAL 
SCHOOL FORN 
c------
Book No. -----
Do not write here 
SCHOOL SAVINGS 
WITHDRAWAL School _____ _ 
Received from 
NEWTON SAVINGS BANK, Newton, Mass. 
-----------------'-__ Dollars 
STUDENT :I:r Sign Here:: ___________________ _ 
RESIDENCE 
Approved BY-------------------
PARENT OR GUARDIAN 
Money may be withdrawn only at bank. $·------
F"ORM 51 3M-W • .J .•B• S6 
WTHDL. $1-----
CASH IN 
CASH CUT 
TR. CK. 
(9°£~·~:::>-----
ToTAL $-----
ADULT FOHN 
F"OAM BB W,.J, SCM 7•57 
Do not write here 
No.·-----
Received from the 
Newton Savings Bank 
_______________ Dollars 
~ Sign here -------------------
Residence 
$·----
(; ..... 
"' 
c,-.. 
'T· 
•r 
t 
NO.---------~ 
-------19--
FOR _________ _ _ J 
DOLLARS ICENTS 
BAL .BRO"T. FOR'o. 
AM'r. DEPOSITED 
TOTAL 
AM,TTHIS CHECK 
BAL.CARlJ FORD . 
' 
c ( 
No. ___ _ WESTBORO.MAsS., 19_ 53-486 
1)1~j Fl,!!._~1r~~~ N~~~~ 113 
OF WESTBORO 
PAYTOTHE $ 
ORDER OF _____ _ 
DoLLARS I 
~ ~ 
~ 
0 
51 
0 
I p;: 
-r..r. 
C": 
<.0' 
~ 
--"'~ 
SAVINGS BANK APPLICATION 
(Teacher Suggestions) 
I . Introduction 
A. Ask students if they have ever opened a 
savings account, and have them relate 
their experiences 
B. Explain that the class will be studying two 
savings account applications: 
1. Those for pupils in school 
2. Those for adults 
II. Reasons for filling out application 
A. Ask students to give some reasons for 
opening a savings account: 
1 . For emergency purposes if needed 
2 . For a planned purpose like a trip, 
or a particular purchase 
3. To gain interest (make money) on 
the money they have 
III. Observation of the savings bank application 
A. STUDENT FORM 
1. Terminology 
a . Have students check for familiar terms 
b. Be sure students comprehend term 
11 signature 11 
2. Locate terms 
a. Have students read them aloud 
b. Have students drill each other 
for location 
c. Teacher call out terms for entire class 
3. Suggested terms all should recognize: 
I J b 
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a. Student ' s signature 
b . Address 
c . Birth place, date of birth 
d . Father ' s name and mother's signature 
4. Practice word recognition 
a . Have students make copies of application 
b . Use terms in sentences 
c . Use terms in conversation 
d . Have quiz on terms 
B. ADULT FORM 
1 . Terminology 
a. Students check terms already familiar 
b . Be sure students understand following : 
(1) Occupation 
(2) Mother ' s maiden name 
( 3) Husband 1 s name 
(4) \vife ' s name 
2 . Locate terms 
(Follow same procedure as outlined 
for student form under A. 2) 
3. Suggested terms all should recognize 
a . Place of birth 
b . Present address 
c . Occupation 
d . Mother's maiden name 
4. Practice word recognition 
(Same as for student form under A. 3) 
IV . Actual filling out of application (student and adult) 
A. Writing or printing? 
1 . Choice left to individual 
B. Amount of space for each item 
1. Ask students where abbreviations might 
be necessary 
17 1 
a . Address 
b . Date of birth 
C. Directions on form 
1 . Ask students to observe both forms and 
find out which has specific directions 
2 . Directions on student application which 
they should find: 
a . Signed in ink by the student 
b . Parent may sign card for student 
c . Teacher must not sign for students 
D. Practice filling out forms 
1 . For accuracy 
2 . For legibility 
3. For comprehension 4. For reasonable sneed 
v. Further activities 
A. Visit a savings bank and observe the proceedings 
B. Have someone familiar with savings banks talk 
to the class about savings accounts 
C. Have students set up their own classroom bank 
for practice purposes 
DEPOSIT SLIP 
FOR 
SAVI NGS ACCOUN'l' 
(Teacher Suggestions) . 
I . Introduction 
A. Continuation of same outline as given for 
opening a savings ac count 
B. Usually next step after application is to 
make a deposit 
II . Reasons for deposit slips 
A. Record of amount deposited 
1 . Enables bank to keep accurate record 
2 . Enables bank to enter deposit on 
permanent bank record at a later date 
then when deposit was made 
III . Observation of deposit form 
A. STUDENT FORM 
1 . Terminology 
a . Have students check terms they 
cannot read 
b . Go over terms checked and help 
them gain an understanding 
2 . Locate terms on forms 
l1'73 
a . Teacher call out terms for class practice 
b . Students check each·other for accuracy 
3. Suggested terms all should recognize: 
a . Deposit 
b . Book No. 
c. School 
d . Name on book, address 
e. Amount of this 
deposit 
4. Practice recognition of terms 
a. Have students make copies of form 
b. Use terms in conversation 
c. Write sentences using terms 
d . Have brief quizzes on terms 
B. ADULT FORM 
1 Terminology 
a. Have students check terms familiar 
to them 
b . Point out additional terms found on 
back of adult deposit slip: 
( 1) Bills 
(2) Coins 
(3) Check on (Bank numbers) (4) Total deposit 
(5) Cash paid out 
2 . Locate terms on form 
(Use same procedure as for student 
form under A. 2) 
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3. Suggested basic terms for all to recognize: 
a . Name on Book 
b . Present address 
c . Amount of deposit 
d . Bills 
e . Coins 
4. Practice word recognition 
(Same as on student form outline 
under A. 4) 
IV . Actual filling out of slips 
A. Choice left to individual as to which would 
be most legible to use. Signature must be written 
B. Amount of space allowed each item 
1 . Have students observe if abbreviations 
would be necessary. If so, have them 
indicate which ones they would use 
C. Directions on card 
1 . Look on both forms for any directions 
2 . The student form has a specific direction 
at top of form 
D. Practice filling out forms for: 
1 . Accuracy 
2 . Legibility 
J. Comprehension 
4- · Reasonable speed 
V. Further activities 
(Same as suggested in the first outline 
for savings account under V. ) 
) 1 :r 
SAVINGS BANK WITHDRA\iAL 
(Teacher Suggestions) 
I . Introduction 
A. Continuation of same outline as given for savings 
B. Define term "withdrawal" with help of students 
II . Reasons for withdrawal forms 
A. Record of amount withdrawn 
B. Enables bank to enter amount on their records 
at a later time 
C. Serves as check on accuracy of account 
III . Observation of -vd thdrawal forms 
A. STUDENT FORM 
1 . Terminology 
a . Have student check terms they 
do not recognize 
b . Go over above terms with student 
c . Be sure students understand 
following terms: 
( 1) Received 
(2) Residence 
(3) Approved (4) Parent or guardian 
2 . Locate terms on form 
a . Teacher call out terms for quick 
practice 
b . Repeat having students call out terms 
3. Suggested terms all should recognize: 
a . Received from 
b. Residence 
c . Sign here 
d . Parent or guardian 
4. Practice word recognition 
a . Have students make copies of form 
for cl ass practice 
b . Use t erms in conversation 
c . Have students write sentences 
using terms 
d . Have quiz on terms studied 
B. ADULT FORM 
1 . Terminology 
a . Students should recognize all terms, 
but .have them check any unfamiliar ones 
b . Go ove r terms checked with students 
2 . Locate terms on form 
a . Follow same procedure as stated 
under A. 2 
3. Suggested terms all should recognize 
a . Sign he r e 
b . Residence 
4. Practice word re cognition 
(If necessary, continue as suggested 
under Student form) 
IV. Actual filling out of forms 
A. Writing or prin ting ? 
1 . Students may decide which would be 
most legible for them 
B. Amount of space given to each item 
1 . Have students de cide if abbreviations 
are necessary 
2 . Have students indicate abbreviations 
they would use, and why 
C. Directions on forms 
1 . Have students observe there are two 
directions on b oth forms 
a . Do not write here 
b . Sign here 
D. Practice filling out forms for : 
1 . Accuracy 
2 . Legibility 
3. Comprehension 4. Reasonable speed 
V. Further activities 
(Refer to those listed under previous 
outlines on savings) 
BANK CHECK 
(Teacher Suggestions) 
I . Introduction 
A. As~ students to name ways one may pay or 
receive money without using cash 
1 . Checks 
2 . Money Order 
3. Western Union 4. Postal Money Order 
B. Explain that in using check one must have 
an accurate record of checks written 
C. Point out importance of having money in 
the bank to cover check 
II. Reasons for filling out check 
A. Protection 
1 . Serves as a record 
2 . Serves as receipt for payments 
3. Means one does not have to carry 
so much money on them 
B. Convenience 
1 . May purchase without cash 
2 . Can send through mail without 
registering the letter 
III . Observation of check 
A. Terminology 
(Have· students carefully observe stub of check) 
1 . Pay to the order of 
2 . Balance brought forward 
3. Amount deposited 
4. Total 
5. Amount of the check 
6 . Balance carr:ted forward 
B. Locate terms on check and stub 
1 . Have students make copies of same 
for additional prac tice 
2 . Call out terms for quick location 
C. Suggested terms all should recognize: 
1 . No . 
2 . Pay to the order of 
3. Bal. bro't for ' d 4. Am't deposited 
5. Am't this check 
6 . Bal . car ' d for'd 
D. Practice word recognition 
1 . Use checks with arithmetic problems 
2 . Have students write and draw their 
own checks from a bank set up in classroom 
3. Practi ce making copies of check . 
IV . Actual writing of check 
A. \iriting or printing? 
1 . Whichever is most legible for student 
2 . Explain signature must always be written 
by one making out check. This is 
important for protection 
B. Amount of space allowed for each item 
1 . Dates will have to be abbreviated 
2 . Explain customary form of writing 
dollars and cents 
3. Room for first and last name with 
middle initial on signature line 
C. Directions 
1 . Explain carefully how to make out check 
2 . Explain abbreviations on stub and their 
meaning 
D. Practice filling out check and stub 
1 . Do it in stages for arithmetic p ractice: 
a . First, with balance brought 
forward and no deposit 
b . Next with deposit made but no check 
written 
c . Write a check after a deposit has 
been made 
2 . Continue doing same for: 
a . Accuracy 
b . Legibility 
c . Comprehension 
d. Reasonable speed 
V. Further activities 
A. Visit bank and observe people writing checks, 
and so forth 
B. Show films on banking 
C. Have students create a classroom bank for 
practice writing checks 
FORMS OF PERSONAL CHOICE 
BLUE CROSS AND BLUE SHIELD 
I ~ J.. 
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You probably have read stories about men who fought 
battles in the Middle Ages . They wore armor for protection 
in battle . They also carried shields . Perhaps their shields 
had de signs on them to sho-vr to what group of fighting men 
they belonged . Colors were used, too . A red shield with 
a blue cross would be the color and design of one group of 
fighting men, while a red shield with an animal painted on 
it would be the symbol of another group . Both armor and 
shield were used for protection . 
Today the terms 11 Blue Cross 11 and 11 Blue Shield11 refer 
to a kind of protection . A protection concerning bodily 
health . This kind of protection is also known as health 
insurance . So when people read or hear the term Blue Cross 
or Blue Shield they are likely to think of health insurance . 
Sometimes we study things because so many people knovJ 
about them we feel we should . That is Hhy we are studying 
about health insurance or health protection. Whether you 
want this kind of protection is for you to decide . You do 
not have to have it. Perhaps your teacher will tell you 
more about insurance . 
Can you write three t hings you feel pretty sure the 
insurance people would want to know when you apply for in-
surance? Three items we have already studied? 
1 . 
2 . 
3-
Your signature will be required . Remember, your 
signature is always written ! There will be new terms to 
learn . Look at the application and write t hree terms you 
would like to have explained : 
1 . 
2 . 
3· 
... 
BLUE CROSS 
- BLUE SHIELD 
H I M I c I GR 
APPLICATION FOR PERSONS WIIO ARE NOr lp I BLUE CROSS NOR BLUE SHIELD MEMBERS 
p FIRST NAME' INITIAL LAST HAM! 
I 
Date of Birth CHECK 2 R 
I 
N 0 MALE T 
---
NO. AND STREET CITY AND ZONE STATE 0 FEMALE 
HOME 
ADDRESS 0 StNGLE 
I Date Employed 0 MARRIED NAME OF COMPANY 0 OTHER 
I HEREBY APPLY FOR MEMBERSHIP AS CHECKED: BLUE CROSS BLUE SHIELD PROLONGED ILLNESS $7 $12 PLAN"A" PLAN "B" CERTIFICATE INDIVIDUAL-FOR MYSELF ONLY. (Only smgle persons 
or those who are widowed, separared or dtvorced are 
eligible for this type of membership) .................. D D D D D D 
FAMILY- FOR MYSELF ond ALL ELIGIBLE MEMBERS 
OF MY FAMILY: (Includes appliconr and wdc or husbond 
ond all unmarned children under 19) DOD D D D 
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. 
. 
-.. 
. 
-
-
-
Including myself. the total number of persons to be protected under my membership is:-------------------
/ un~trstand that my numbtrship will become eDuti·tu when accepted by MaJJachuutts Hospttal Servia, Inc. and/or At!aSJachusetts Medical 
Strvlct. I certify that all in/ormation provided is true and correct to the htst of my knowltdgt. -
DATI------------- SIGNATURl--------------------------------
E 205 ( 4-54) APPLICATIONS WILL NOT 8£ ACC£PTID UNLISS COMPLETELY FILLED OUT AND SIGNED 
PAYROLL DEDUCTION AUTHORIZATION 
PRINl--------------------------------------~--------------­
FIRsT NAME INITIAL LAST NAME PAYROLL OR DEPT NUMBER 
TO MY EMPLOYER: 
l HEREBY AUTHORIZE YOU TO DEDUCT PERIODICALLY FROM MY WAGES OR SALARY THE RATE REQUIRED 
FOR THE COVERAGE SELECTED OR SUCH OTHER RATE AS MAY BE FIXED BY THE MASSACHUSETTS 
HOSPITAL SERVICE, INC. OR MASSACHUSETTS MEDICAL SERVICE AND TO REMIT THE SAME TO 
MASSACHUSETTS HOSPITAL SERVICE, INC. THIS AUTHORIZATION SHALL CONTINUE IN EFFECT UNTIL 
REVOKED BY ME. 
DATE------------- SIGNATURE-----------------------
AMOUNT s 
BLUE CROSS BLUE SHIELD PROLONGED 
$7 $12 PLAN"A" PLAN"B" ILLNESS CERTIFICATE 
!TO BE INDICATED s 
Individual D D D D D D BY DEPARTMENT HANDLING PAYROLL 
FOR DEDUCTION $ 
D D D Family D D D 
PURPOSESJ 
s 
& "( 
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BLUE CROSS AND BLUE SHIELD 
(Teacher Suggestions) 
I . Introduction 
A. It should be explained to students that filling 
out this form is volunteered by individual . It 
is not a state or national requirement 
B. Students would probably be interested to know 
that the dues (fees, or payments) may be 
deducted from their salary if they wish. 
There is a special form to be filled out for 
this entitled "Payroll Deduc tion Authorization" 
II . Reasons for filling out form 
A. It is felt by many that this is a type of 
saving in case of need 
B . In time of emergency or illness many feel 
this service is of great value 
C. There is a possibility of obtaining necessary 
hospital services at less expense through 
such an organization 
III . Observation of the application 
A. Terminology 
1 . Have students read both the application 
and payroll deduction authorization and 
che ck all unfamiliar terms 
2 . Go over terms students have checked 
3. Point out definitions of "Individual" 
and "Family" as explained on form 4. Following terms should be explained 
to students: 
a . Date employed 
b . Eligible 
c . Prolonged illness 
d . Authorize 
e . Deduc t 
f. Periodically 
g . Remit 
h . Revoked 
B. Locate terms on form 
1 . First locate terms familiar to students 
2 . Have students try to locate terms 
listed above 
3. Teacher call out familiar ones for rapid 
location drill 
C. Suggested terms all should recognize: 
1 . Initial 4. Individual, family 
2 . Male, female 5. Signature 
3. Single, married 
D. Practice word recognition 
1 . Have students make their own copies 
of form for practice 
2 . Use t e rms in conversation 
3. Write terms in sentences 
4. Brief quizzes and contests on terms 
IV . Actual filling out of application 
A. Writing or printing? 
1 . See if students can find direction 
about name 
t1.86 
2 . Explain that one ' s signature is always written 
B. Amount of space allowed for each item 
1 . Have student observe and note three places 
where abbreviations might be necessary: 
a . Date of birth 
b . State 
c . Date employed 
C. Directions on forms 
1 . Direction for printing name 
2 . Direction 11 Check 2 11 in box beside terms 
related to sex and marital status 
D. Prac~ice filling out form for: 
1 . Accuracy 
2 . Legibility 
3 . Comprehension 4. Reasonable speed 
V. Further activities 
A. Have some arithmetic problems dealing with 
filling out form 
B. Have students conduct oral interviews using 
terms found on application 
C. See how many advertisements students notice 
for joining Blue Cross and Blue Shield 
J ~? 
CHARGE ACCOUNT APPLICATION 
J&'~ 
J188 
Many stores have a special service which they give to 
their customers upon application. It is the privilege of 
charging the things they buy. If something is charged, it 
means the article has to be paid for at a later date. The 
time is usually thirty days. People like this privilege 
because it permits them to use the article while paying for 
it. It also allows them to have a little more time to obtain 
the money to pay for the article. So, many people apply for 
use of a store's charge account. 
Each store has its own application. The form given 
here is just one kind of application from a large department 
store in Boston. It is interesting to note that one of the 
questions asked is "Previous Residence". Can you think of 
any reason why the store would want to know Hhere you used to 
live? Actually, this is one way of checking to see how you 
pay your bills! Suppose you used to live in a different part 
of the state. You had a charge account in one of the stores. 
You always paid your bills promptly. You open a new charge 
account . You would like a little more time to pay a bill 
that is due. The store would look up your application and 
note where your previous residence was (where you used to 
live) and find out if you usually paid your bills. Finding 
that you were a good customer and paid your bills promptly 
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the store would probably give you more time to pay the bill . 
Like all applications , this one should be filled out 
carefully . Here are a few terms you will have to know . 
Look them up in a dictionary . Perhaps your teacher will 
help you, also . 
Married 
---------------------------------------------
Single 
. 
Previous residence 
Formerly employed by ------------------------------
Income 
Fill in the above according to the information given 
here . You are single . You used to live at 44 Pine Street, 
Providence, Rhode Island, and were employed by The First 
National store . You salary was $60 . 00 per week . 
I, 't 
I ( t 
.... 
CHARGE ACCOUNT APPLICATION 
Cl)filenes Boa ton Chestnut Hill WeUealey Wiaeheeter Belmont 
Northampton 
Hyannia 
Worcester 
charge account 
application 
ifyoudmrea 
regular charge account 
checkhereO 
if you want a 
Permanent budget 
account 
checkhereO 
1190 
Mra. 
Mr. 
Mise 
Mr. 
Employed by 
Employed 
Formerly 
Miss or Mrs. 
Employed 
Employed 
Formerly 
Loans Outltalldlq 
Other 
Store Accounts 
First Name Initial Lut Name 
City 
City 
Busineaa 
Addreaa 
BuaJDa 
Addrele 
Sa'rinp 
Mot'tple: 
Loan 
Date of Application ....................... _,_ ........................................................................... . 
. -
CHARGE ACCOUNT APPLICATION 
Name of 
Wife or 
U.uabaad 
Buaine!ll 
Addreaa 
BUsblesa 
Addia 
0 
0 
0 
Pbiiti~ 
Bel 
Telepbon,a...._ _____ _ 
Your Aa---
No. of Dependents 
Their ape 
How 
~ Lena 
Position 
Held 
·
1 f 0 
1190 
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APPLICATION FOR CHARGE ACCOUNT 
(Teacher Suggestions) 
I . Introduction 
A. See if students can tell what a charge account is 
B. Ask students to name the places where they 
know items may be charged 
C. Have students list advantages of charge accounts 
D. See if students c~ tell you a few things 
one has to be careful about in using a 
charge account 
1 . Charging too much - more than can be 
paid when bill is due 
2. Buying too much - makes it very easy to 
purchase items that perhaps one doesn't need 
II. Reason for filling out application 
A. Enables one to purchase needed items 
more easily 
B. Usually store privileges are given to 
individuals having charge accounts 
C. A handy reference for recommendation. 
If one keeps his bills paid, this indicates 
one is a reliable customer 
III . Observation of the form 
A. Terminology 
1 . Have students list terms they do not know 
2 . Go over those checked by students 
3. Be sure students have explanation of 
following: 
a. Previous residence 
b. Employed by, employed formerly 
c. Position held 
d . Income 
1192 
e . Banks 
f . Own home, rent 
g . Loans outstanding 
B. Location of terms on form 
1 . Teacher call out terms for students to find 
2 . Have students check each other 
C. Suggested terms all should recognize: 
1 . Previous residence 
2 . Employed by, formerly employed 
3. Business address 4. Own home, rent 
5. Banks 
6 . Name and address of nearest relative 
D. Practice recognition of the terms 
1. Have student conduct oral interview 
using terms on application 
2 . Write sentences u s ing terms 
3. Brief quizzes on terms studied 
IV . Actual filling out of form 
A. Writing or printing? 
1 . No directions . Left to individual to decide 
B. Amount of space for each item 
1 . Have student observe form and suggest 
where abbreviations might be necessary 
2 . Check abbreviations students would use 
and see if they are accurate 
C. Direc tions on form 
1 . None given . Have students discuss if 
they think any should be given . If so, 
what, and why? 
D. Practice filling out application for: 
1 . Accuracy 
2 . Legibility 
3. Comprehension 4. Reasonable speed 
V. Further activities 
A. Take students to a large store and show 
them where customers go to apply for 
charge accounts . Let them observe the 
procedures necessary to open a charge account 
B. Have students make extra copies of the 
application form for class use 
C. Students might like to set up their own 
store and conduct interviews concerning 
application to open a charge account 
lf93 
PUBLIC LIBRARY 
APPLICATION 
Borrowing books is a special right or privilege . 
Jl94 
People have to apply for (request) .this privilege . They do 
this by filling out a card given to them by the library . 
There are at least three terms on the cards which have been 
on the other forms studied so far . Can you find and write 
them down? 
1 . 
2 . 
3. 
11 Resident 11 means the town where you live . "Residence" means 
your street address . Find those words on the cards and 
carefully underline them . Suppose you live at 25 Chester 
Street, Newton, Massachusetts . Write the proper answers 
to the following: 
1 . I am a resident of 
2 . My residence is 
Notice on two of the forms is the word 11 obey11 • Find 
and carefully underline it . On one form is the word "comply" . 
Comply means to obey, also . Read the small print on all the 
forms and write three things people are requested to do: 
1 . 
2 . 
3. 
The work one does for a living is called 11 occupation 11 • 
You may have an occupation after school, tool Your business 
address is where you work . 
When you write, your name you have written is your 
signature. If a signature is r equested, be sure to write 
your name. Do not print it . See if you can finish these 
sentences: 
1 . Another term for a special right is 
-------
2 . You are a resident of 
3. Your residence is 
4- Your occupation is 
5. Your business address is 
6 . Signature 
PUBLIC LIBRARY 
APPLICATION 
CHILDREN 1ST - 8TH GRADE 
(Card N11mbu) (Expiralion Da18) 
L a resident of Newton. hereby apply for the right to use 
the Newton Free Library. I promise to obey aU its rules. and 
to give immediate notice of any change of residence. 
Name'--------------------------------------------
Residence. ______________________________________ ___ 
Parent's Signature·-----------------
Schoo·L-----------------------~ade ________ __ 
jl...a-10.'55 
ADULT 
(Card Number) (Expiration Date) 
I, a resident of Newton, hereby apply for the right to use the 
Newton Free Library. I promise to obey all its rules and to give 
immediate notice of any change of residence. 
Name ................................................................................................................. . 
(married woman use husband's-not her given name) 
Maiden name ................................................................................................... . 
Residence ......................................................................................................... . 
Business or school address ....... .... ................................................................. .. 
Phone number ............................................................................................... . .. 
(La- 10-'55) (over) 
PUBLIC LIBRARY 
APPLICATION 
ADULTS AND CHILDREN 
~0·------------------------
Expires _______________ ____ _ 
DO NOT WRITE ABOVE THIS LINE 
I, a resident, hereby apply for the right to use the LIBRARY 
and I agree to comply with all its rules and regulations, to pay all fines, 
to make good any loss or injury to books incurred by me, and to give 
immediate notice of a?1J' change of residence. 
Signature in ink _____________________ _ ------ ___________________________________ _ 
Address __ __________ ----------------------------------- Phone _______________ _ 
Occupation _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _______ _____ ______ _ _ _ _ _ _ ___ _ ____ Age ___ __________ _ 
IF A MINOR 
Business Address ______________________________________________________________ _ 
GAYLORD 125 PRINTED IN U.S.A, 
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LIBRARY CARD APPLICATION 
(Teacher Suggestions) 
I . Introduction 
A. vJhat are libraries 
l . Teacher should try to obtain following 
information from students : 
a . Place where books are available 
for public use 
b . Place where books may be borrowed -
taken home 
B . Borroitring a book means : 
1 . The book will be returned 
2 . One who borrows book has certain 
responsibilities indicated by library 
rules . (See if students can give 
specific examples) The following should 
be emphasized : 
a . To take care the book is not damaged 
b . To take care not to lose book 
c . To return book itThen due (as 
indicated by library stamp) 
d . To pay all fines 
C. Libraries vary in the type of cards given 
1 . For children 
a . A means of proving student is 
eligible for adult card by his 
use of children ' s books 
b . Allows children to select their 
mvn books and independence in 
taking them out 
c . Really the same privilege is given 
children as to adults 
2 . For adults 
a . Same rules apply to adults 
as to children 
(1) No damaging of book 
(2) Return on time 
(3) Pay fines 
fe{ ~ 
Jt98 
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II . Reasons for filling out library card application 
A. Books belong to public 
1. Records of books must be kept . 
Library card tells who has the book 
2. Records are also kept of how many 
times a book is taken out . 
Indicates popularity of books 
3. Books are available to public which 
they might not otherwise be able to read: 
a. Reference books 
b. Atlases 
c . Recordings 
d. Paintings 
B. Librarian' s record 
1 . Card helps librarian locate book 
2 . Card tells librarian where to send notice 
if book is overdue 
3. Card indicates who is resnonsible for 
care and return of.book 
C. If no such cards existed, what would be some 
of the problems? (Have students,state problems, 
among which the following should be mentioned) 
' 
1. Loss of books 
2 . Damage of books 
3. Expenses of upkeep would mount 
4. Valuable , worth-while books would not 
be available to public for general use 
5. Cards are one way of trying to keep 
some regulation on the privilege of 
borrov.ring books 
III . Observation of application 
A. Terminology 
1 . Find out how many terms students recognize 
2. Go over with students meaning of terms 
3. Have class discussion of meaning of 
following terms: (Dictionaries and teacher 
help should be used) · 
v 
a . expiration f . regulation 
b . resident g . comply 
c . apply h . minor 
d . immediate i . maiden 
e . notice j . signature 
B. Locate terms on card 
1 . Have students point out terms they 
recognize 
2 . Have students point out all terms 
previously listed 
3. Students should notice which terms are 
found on the children 1 s and which on 
the adult's application 
4 .. Practice finding terms rapidly 
C. Suggested terms all should recognize: 
1 . Name 5 .. Phone number 
2 .. Residence 6 . Occupation 
3 . Maiden name 7. Signature 4. Business 
D. Practice word recognition 
~ 
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1 . Quickly find terms as someone calls them out 
2 . Use terms in sentences 
3. Find terms in dictionary 4. Use terms in conversation 
IV . Actual filling out of application 
A. Writing or printing? 
1. Student free to decide 
2 . Legibility essential for: 
a . Ready reference 
b . Favorable impression 
c . Consideration of those who read card 
B. Amount of space allovled for each item 
1 . Are abbreviations necessary? If so , what? 
2 . Accurate, concise statement of occupation 
C. Directions 
1 . Have students find which of the 
cards have specific directions 
a . Adult application of Newton Library 
t20:1. 
2 . Discuss importance of following directions 
a . Shows mature comprehension 
b. Consideration of others 
c . Contributes to the ease of 
l i b rary functions 
D. Practice filling out application 
1 . For accuracy 
2 . For legibility 
3. For comprehension 4. For reasonable speed 
V. Further activities 
A. Have students make out own forms that might 
be used in school library or classroom 
B. Have students make crossword puzzles using 
terms studied so far 
C. Have competitive conversation seeing how 
many terms a student could use correctly 
in a sentence 
D. Use terms for spelling lessons 
E . Have students visit public library 
CHAPTER V. 
SUGGESTIONS FOR FURTHER STUDY 
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CHAPTER V 
SUGGESTIONS FOR FURTHER STUDY 
For those who have the interest and desire, the 
following suggestions are offered for further study which 
would be of service to those teaching and working with 
slow-learners: 
1 . A controlled program of teaching terminology 
on forms and applications using the workbook 
material herein presented 
2 . Criticism of the thesis (service paper) after 
practical appliance 
3. Revision of the same after trial 
4· A collection of pictorial material to 
accompany presentation of terms and 
forms the student will be studying 
5. A study of English baaed on the material 
found in the thesis 
6 . A compilation of student opinion of the 
material after they have used it 
7 . A survey of the specific workbooks, if 
any, on forms and application blanks 
students use in classroom study 
8. A bibliography of books dealing specifi-
cally with the procedure of filling out 
forms and applications 
9 . A study made of the student's interest in 
a course on terminology found on forms 
and applications he will be meeting when 
he leaves school 
10 . A study made to see if the student's in-
creased ability to fill out forms carries 
over into the academic basic skills of 
reading and writing . 
APPENDIX 
APPENDIX 
1 . Army Recruiting Station 
Boston, Massachusetts 
2 . Bay State Abrasive Products Company 
Westboro, Massachusetts 
3. Carleson Insurance Company 
Westboro, Massachusetts 
4. Filene 1 s 
Boston, Massachusetts 
5. Greyhound Bus Company 
Boston, Massachusetts ' 
6 . John Hancock Mutual Life Insurance Company 
Boston, .Massachusetts 
7. Jordan Marsh Company 
Boston, Massachusetts 
8. S . s . Kresge Company 
Boston and Worcester, Massachusetts 
9 . Massachusetts Employment Agency 
Boston, Massachusetts 
10 . Newton City Hall 
Newton, Massachusetts 
11 . Newton Savings Bank 
Newton Highlands, Massachusetts 
12 . Police Station 
Westboro, Massachusetts 
13 . Statler Hotel 
Boston, Massachusetts 
14. Superintendent of Schools 
Westboro, Massachusetts 
15. F . W. Woolworth Company 
Boston, Massachusetts 
t203 
Forms were kindly furnished by the above for use in 
workbook . 
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